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Introduction 
 
A Business Plan consists primarily of two major sections. The first is a narrative section describing 
various aspects of your business such as a description of your business, management team, products 
or services offered, the market, competition, sales and marketing strategies, legal and environmental 
issues and an operational plan.   
 
The second section is the financial plan which is based on your research, assumptions and strategies 
developed in the narrative portion of the Business Plan.  This section of the plan converts your 
vision into financial results.  The financial plan is presented in the form of pro forma (projected) 
Balance Sheets, Profit & Loss Statements and Cash Flow Statements for a minimum of three (3) 
years.  All financial information is supported by written assumptions explaining how you developed 
your pro forma financial statements.  
 
The narrative portion of the Business Plan can be developed in any order that you like, except for 
the Executive Summary, which should be done last. Not all sections of the plan may be pertinent to 
your type of business so some topics may be omitted from the plan.  When you are finished writing 
your first draft, you’ll have a collection of small essays addressing various topics as outlined in the 
Business Plan’s Table of Contents.  Further Drafts will be necessary to hone the wording, concepts 
and assumptions in order to achieve a smooth-flowing narrative. 
 
The real value of creating a business plan is not in having the finished product in hand.  The real   
value lies in the process of researching, testing assumptions and strategies and thinking about your 
business in a very systematic way.  This process forces you to evaluate various courses of action   
thoroughly, study and research if you are not sure of the facts, and look at your ideas critically, 
especially from a financial point of view.  The time invested now writing an effective Business Plan 
will help avoid costly or perhaps financially disastrous mistakes later. 
 
The Business Plan that follows is a generic model designed to be suitable for a variety of businesses. 
As a result, you should feel free to modify this plan to suit your particular business. You should take 
a moment to review the document contained on this website entitled “Writing Business Plans Geared for 
the Audience”.  Suggestions are made for emphasizing certain information depending upon your type 
of business (manufacturing, retail, service, etc.) and how to effectively present your plan to investors  
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Don’t be concerned about how much time it is taking to complete the Business Plan.  A well written and 
researched plan will take 300 - 400 hours to complete.  Most of that time is spent researching, testing 
assumptions and strategies.  But, that’s the value of the business plan process.  So don’t rush through the 
process because you’ll then need to allow more time at the end of the process to do what you should have 
done throughout the process.  Those who do, never regret the extra effort.  
 

INSTRUCTIONS - Narrative Section 
 

1. There is Red text contained in each of the business plan sections describing what 
information should be contained in each section.  It is Hidden & can only be viewed when 
you click on the “¶” button contained on Word’s tool bar.  The red text will not print.  You 
can search Word’s Help for specific instructions on how to enable Hidden text for your 
version of Word. 

2. Your information should be entered in the “InsertTextHere” prompt under each section. 
3. Page numbers in the Table of Contents (TOC) are inserted automatically but will need to be 
updated as you create your plan.  You will have to refer to Word’s Help for specific 
instructions on how to update the TOC because it is different depending on what version of 
Word you are using. 

4. You may have to make some formatting changes or deleted/add spaces after you complete 
the plan in order to get the pagination correct so no Section headings are left hanging. 

5. This Blue text box is not Hidden and will print.  You must delete the first two pages before 
printing your final version of the Business Plan. 

6. After completing the narrative portion of the plan, you will be ready to start the financial 
portion of the plan.  Refer to the Business Plan Template - Financial to guide through this 
process.  
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