
BUSINESS PLAN FORMAT 

 

 

COVER SHEET 

 1.    Ident ify the business.  

 2.    Ident ify locat ion, phone number,  or where the pr incipals can be reached.  

 3.    Who the plan is to  be submit ted to.  

 4.    Who prepared the plan.  

 

STATEMENT OF PURPOSE – Money need just ificat ion.  

1.  Who is asking for money?  

2.  What is the business st ructure ( i.e.  so le proprietorship,  partnership,  

corporat ion, sub chapter S corp., limited liabilit y company)?  

3.  How much money?  

4.  What is the money for?  

5.  How will t he funds benefit  the business?  

6.  Why does the loan or investment  make sense?  

7.  How will t he fund be repaid?  

 

 

TABLE OF CONTENTS  

 

 I.   The Business  

        II .  Financial Data 

       III .  Support ing Documents  

 

PART I – THE BUSINESS 

 

 A.   DESCRIPTION OF BUSINESS  

1.  Type o f business ( i.e.  merchandising, manufactur ing, or service)  

2.  Status of bus iness (startup, expansion, etc.)  

3.  Form of business (so le propr ietorship,  par tnership,  corporat ion)  

4.  Why will t he business be profit able?  

5.  When will (did) your business open?  

6.  Business hours and days o f the week you will operate.  

7.  I f seasonal,  or if t he hours will be adjusted seasona lly.  

8.  Why will you be successful in t he business?  

9.  What is your exper ience in the business?  

10.  Have you discussed the business with possible compet itors?  

11.  What will be specia l about  your business?  

12.  Will t rade suppliers provide any manager ial or technical help?  

13.  Have you asked about  t rade credit  terms?  

14.  What credit  terms will you extend to customers?  

15.  Do you have any contracts or let ters of intent?  

 

 B.   THE MARKET 

1.  Who is your market?  

2.  What is the present  s ize of the market? 

3.  What percent  of the market  will you have?  



4.  What is the market’s growth potent ial?  

5.  As the market  grows, does your share of the market  decrease?  

6.  How are you going to  sat isfy your market?  

7.  How will you pr ice your service or product  to  insure fair pro fit  

        and be compet it ive?   

8.  How will you at t ract and keep market  (advert ising, radio,  tv?)  

9.  How can you expand your market?  

10.  I f premium pr ice,  what  just ifies the premium?  

 

 C.   COMPETITION 

1.  Who are your five nearest  compet itors?  

2.  How will your operat ion be bet ter than theirs?  

3.  How is their business; steady, increasing, decreasing, and why?  

4.  What are their st rengths or weaknesses?  

5.  How are they the same or different  from you?  

6.  Did you learn anything from their operat ions?  

 

 D.   LOCATION OF THE BUSINESS 

1.  What is the business address?  

2.  Phys ical features o f the building?  

3.  Lease or own – term o f lease.  

4.  Ident ify renovat ions and cost .  

5.  Zoning 

6.  What other businesses are in the area?  

7.  Why is this the r ight  place to start?  

8.  Effect  of the locat ion on operat ing costs.  

 

 E.   MANAGEMENT 

1.  Personal history o f pr incipals inc luding financial statements.  

2.  Work exper ience related to  the business.  

3.  Assignment  of responsibilit ies and dut ies.  

4.  Salar ies  

5.  Resources ava ilable to  the business (Consultants,  legal,  account ing, 

market ing, bus iness informat ion centers,  economic development  

groups)  

 

 F.   PERSONNEL 

1.  What are the personnel needs at  start -up:  In 1 year,  2 years,  3 

years?  

2.  What skills  are required?  

3.  Are skills available – who will t rain unskilled?  

4.  Jobs – Full-t ime or part -t ime? 

5.  Salary or wages? 

6.  Fringe benefit s  

7.  Overt ime 

 

 

 

  



G.   APPLICATION AND REQUIREMENTS OF LOAN  

  1.    How is the loan to  be spent? (Working capital,  equipment ,   

                        inventory, supp lies)  

2.  What are the items to be bought? (Name, Model)  

3.  Who is the supplier – Quote when possible.  

4.  What is the pr ice? 

5.  Is there addit ional charge:  use tax, installat ion, freight ,  controls,  

etc. 

6.  How will t he loan increase your pro fits?  

 

 H.   SUMMARY 
1.  Just  in a br ief statement ,  summarize all o f the above statements.  

 

PART II – FINANCIAL DATA 

 

 A.   SOURCES AND APPLICATIONS OF FUNDING  

  1.    List  sources o f secur ing capital ( i. e.  Mortgage loan, term loan, line  

                        of credit ,  investment ,  etc.)  

  2.    List  major categories o f expenditures (real prop. equip. ,  r emodeling  

                        costs,  inventory, working capital,  cont ingency reserve)  

 

 B.   CAPITAL EQUIPMENT LIST  

  1.    As a minimum, the list ing would show: descr ipt ion of equipment ;  

                        type or model No.; cost  including sales  tax,  fre ight ,  and installat ion.  

  2.    Secure pr ices from suppliers.  

 

 C.   INCOME AND CASH FLOW FORECASTING  

  1.    Both forecasts should be prepared for two years in advance (use  

                        SBA form No. 1100 – Cash flow and No. 1099 – Operat ing Plan  

                        Forecast) 

  2.    Forecast  first  year on a month-by-month basis.   I f no profit  is shown 

        in the first  year,  cont inue project ion by month unt il a profit  is  

                        shown and then record quarterly.  

 

PART III – SUPPORTING DOCUMENTS 

 

 A.   REQUIRED DOCUMENTS  

1.  Resumes 

2.  Quotes or est imates from suppliers  

3.  References or let ters of support from creditable people who know 

you.  

 

 B.   DESIRABLE DOCUMENTS  

1.  Credit  informat ion – Personal Credit  

2.  Letters of intent  from prospect ive customers.  

3.  Leases or rental requirements.  

4.  Legal documents pertaining to  the business.  

5.  Market ing data – demographics,  etc.  

6.  Phys ical layout  of business space.    


