
How to Write a Business Plan: A 
Step-by-Step Guide

A good business plan is the backbone of every 

successful company
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1 It lays out a detailed strategy for how you 
will achieve your goals

It helps you visualize your future and stay 
focused on your objectives

It gives others a transparent look 
at your vision
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Why is it essential?
plan, persuade, and perform.

A business plan turns ideas into action.



Step 1:
Executive Summary

Key Guidelines:

Should be concise and 
persuasive to grab the 
reader's attention

No more than two 
pages in length

Crucial Tip: Write 
it last 

1.

2.

3.

Function:
The first section of your 
business plan; sets the 
tone for what follows

1.

Company Overview

2.

3.

Business Objectives 
and Strategy

Key Risks and 
Opportunities 

Content Includes:
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• Step 2: Business Description and Overview

Company name, 
structure, and location

Relevant background information 
about founders/owners

01
02

Types of 
products/services 

offered 03
Mission statement and 
goals04
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• Step 3:

Details to define:
Who is your target customer, 
and what type of product do 
you want to sell to them?

Action: 
Be specific about your target 
market to increase your 
chance of success

Goal:
Define the audience to 
create an aligned marketing 
plan

1.

2.

3.

Market
Target

Audience
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• Step 4:  Competitive Analysis

Purpose:
Understand what your 
competitors are doing 
and how they are doing 
it 

➢Strengths and weaknesses 
of your competitors.

➢How your marketing 
strategy may need to be 
tailored to counter their 
moves.

➢Create a plan for how to 
best compete in the 
marketplace.

➢Identify any gaps in the 
market that your business 
can fill.

Strategic Outcome:What to Analyze:



Step 5: Marketing Strategies
Three Main Types of Marketing: 

Best Practices:

➢ Stay organized and focused; plan out posts and 

timelines in advance.

➢ Present a cohesive message, often by using a 

memorable and brief tagline.

01 02 03
Integrated: A 
combination of 
traditional and 
digital techniques.

Direct: Connecting 
customers using 
non-traditional 
techniques (e.g., TV, 
mailers, phone calls) 

Word of Mouth: Sharing 
information through 
conversations or social 
media reviews 



Step 6: Production 
and Operations

01 Focus:
A sustainable process 
for getting the product 
made and distributed

02 Types of Manufacturing: 
➢Mass Production: Relies on a 

few standard steps.
➢Craft-Orientated Production: 

Emphasizes craftsmanship and 
detailed artwork.

03 Key Planning Areas: 
➢Determine materials needed, sourcing, and cost.
➢Establish storage solutions.
➢Figure out how to keep up with demand 

without running out of inventory or creating 
waste.
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Note: 
This is an important part 

of the balance sheet

POINT 4

03

Goal: 
Maintain a healthy cash 
flow and plan ahead for 

future spending 

POINT 3

01

9

Details: 
How much money you 

need to keep the 
business running

POINT 1

02

Must Cover: 
Supplies, personnel, 

and marketing

POINT 2

Step 7: Operations Budget
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• Step 8: Financial Projections and Risk

Function: 
The backbone for 
securing finance 

and managing cash 
flow.

01

Used By:
Bankers, funders, 

and potential 
partners to assess 

viability.

02

Content: 
Predicts cash flow 

over time and 
outlines potential 

risks.

03

Tip: 
This is the most 

important part of 
your plan if you 
seek an investor.
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Step 9: SWOT 
Analysis

SWOT: An examination of all 
Strengths, Weaknesses, 
Opportunities, and Threats.

Categorization: Goals should be
categorized into divisions (e.g.,
sales, marketing, operations) and
ranked by importance

01 02 03

Strengths:
Focus on developing 

those 
services/products to 

capitalize on 
capabilities 

Weaknesses:
Find a way around 

the problem or stop 
the activity; be 
realistic in your 

assessment

Opportunities: 
Take advantage of 
external factors 

(economy, trends) 
that can help your 

business grow

How to Address Each Category:



A completed 
business plan will 

help you

1
2

• Conclusion: The Business Plan's Value

Predict your financial future 
and mitigate risks.

Create a clear roadmap for 
achieving your goals.

Learn about your customers and the 
best way to reach out to them.

Serve as a comprehensive guide 
for all your decision-making.

01

02

03

04



Q&A


