
Business Plan Outline 
 
There are a variety of formats that can be used for developing a business plan.  The various formats were 
developed to address the many uses of the business plan. CFCDC recommends the following format for 
small business or microenterprise for owners seeking capital or tactical and strategical direction.  The 
below format may vary from business to business based upon the mission and goals of management. 
 
Clear, concise and complete sentences or paragraphs are required for each item excluding the cover page 
and table of contents. 
 
TITLE PAGE 
 

q Name of business and Presidents or Owners Name 
q Address and Telephone Number 
q Include the words “Business Plan” on the title page 

 
TABLE OF CONTENTS 
 

I. EXECUTIVE SUMMARY (No more than one 
page) 
q Description of mission 
q Description of goals 
q Description of objectives 
q Business description 
q Description of management team 
q Description of financial needs 

 
II. BUSINESS DESCRIPTION 

q Description of the business 
q List of Services or Products 
q Description of business location 
q Explanation of Why you chose this business 
q Describe your business mission and goals 

 
III. PRODUCT (One or two paragraphs) 

q Description of the product or service 
 

IV. MARKETING (No more than three pages) 
 
Market Assessment 
q Write customer profile 

i. Describe the customer’s purchasing habits 
ii. Identify how much money the customer spends for your service 

q Identify an estimate of how many customers will do business with you per month 
q List your competitors, along with strengths, weaknesses, opportunities and threats 
q Identify prices charged by your competitors for similar products and services 
 
CFCDC_BIZPLAN_OUTLINE 
 

Moving the world one step 
at a time 



Marketing Strategy 
q Describe your pricing structure 
q Describe methods used to market your products and services 
q List any sales incentives etc. that will be used to sell your products or services 

 
V. OPERATIONAL PLAN (Optional if your company is not a manufacturing company – 

No more than three pages) 
q Describe how you make or buy your product 
q Describe how your product or services is delivered to the market 
q Describe the type of personnel, machines or equipment and methods to produce your 

company’s product or services 
q Provide information that is useful in assisting the reviewer to understand how your 

business functions, without giving up company secrets 
 

VI. FINANCIAL (No more than one page unless the financial statements are included in this 
section rather than in the appendix) 
q Identify the money needed and its purpose 
q Describe when and how long it will take to pay back the proposed loan 
q Create a sources and uses statement (Include all sources of funding) 
q Create a three-year cash flow statement projection (First two years monthly, the last year 

in total) 
q Create a three year income statement projection 
q Create a balance sheet 

 
VII. APPENDIX (no more than 20 relevant attachments) 
Three Years Tax Returns, Copy of License and Social Security Card, Personal Financial 
Statement (for each owner or principal, if applicable), occupational license, general liability 
Insurance (for the business), other applicable business certifications or licenses, articles of 
incorporation, certificate of incorporation and applicable drawings and diagrams related to the 
business. 
 

CHECKLIST 
q Did you include all of the necessary documentation in your plan? 
q Are you prepared to defend your plan? 
q Do you think your plan will be clear to your target audience? 
q Did you have someone else proof your business plan? 

 
If Your Answer To These Questions Is Yes,  
Then You Are Ready For The Next Step.   
See your business counselor. 
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