


 



 

 
 

 
 

 
 

How To  
Write A Business Plan… 

Made Easy 
 
 

     
 

By Shaunta Pleasant 
 
 
 

At this point you should know whether  
you want to start a business or not.   

 
There is always a chance that you will be the next 

 Bill Gates.  If you don’t get started;  
 

How will you ever know the answer to that question? 
 
 
 

It’s up to you to get started, Now! 
 

 
 
 
 
 
 
 
 
 



Business Plan 
& Start Up 
Newsletter  

 
 

 
Join the Business Plan & Start Up Newsletter emailing list now and get 
frequent new monthly articles, up to date marketing tips, the real deal about how 
to write a Business Plan, and Business Start Up Secrets only the pro’s 
knows… 
 

http://www.yourbusinesspal.com/business_plan_and_start_up_newsletter.html 

Business Plan & Start Up Newsletter is broken down into two business formats 
to help you succeed in today's ever changing business environment.   

The first format is extremely useful Business Start Up and Operational 
Information. The next format includes Business Plan tips that can help you 
write a Business Plan that will work for your business. 

 We will throw in some free business tidbits that you can order or download 
from the Net that will be very valuable for you and your business. 

Business Plan & Start Up Newsletter is for people that are Absolutely Fed Up 
with working for someone else.   They have worked for someone else for a 
while now; they are ready to get started on developing their own business.   And 
ultimately make their business Super Successful.    

So that one day they can walk into their boss's office and tell him/her these two 
words..."I Quit!" 

Who knows, perhaps that person can be YOU… 

 

 

 

 

 

http://www.yourbusinesspal.com/business_plan_and_start_up_newsletter.html


 TL Manage, Inc. 

PO BOX 435 
St. Louis, MO 63032 
314-837-1392 
 
http://www.tlmanage.com 
webmaster@tlmanage.com 
 
http://www.yourbusinesspal.com 
webmaster@yourbusinesspal.com 

 
 

This manual purpose is to provide accurate and authoritative information on the 
topics covered. It is sold with the understanding that neither the author nor the 
publisher is engaged in rendering legal, financial, accounting or other 
professional services. Neither TL Manage, Inc. nor the author assumes any 
liability resulting from actions taken based on the information included herein.  
Mention of a person or a company name does not constitute endorsements. 
    
Reproduction or translation of any part of this work by any means, electronic or 
mechanical, including photocopying, beyond that permitted by the Copyright Law, 
without the permission of the publisher, is unlawful. 
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What Is A  
Business Plan? 

 
 

 

Writing a business plan is one of the most important aspects of starting a 
business in today's every changing environment.   

Why is writing a business plan so important? 

_______________________________________________________________ 
 
_______________________________________________________________ 
  

This is the question you will need to ask yourself over and over again. And once 
you come up with the answer that is right for your business, you will be ready to 
get started...  

Starting a business in today's ever changing environment is a challenge in 
itself. So many entrepreneurs are jumping into business ownership without first 
planning their new venture.   

The importance of planning your business cannot be over emphasized.   

By taking an unbiased look at your business, you can identify areas of 
weaknesses and strengths that you might otherwise overlook.  Planning can 
mean the difference between your business being a successful one, or it being a 
failure.  
 
The idea of a plan is to help keep you mentally focused.  In a sense it is sort of 
like a goal.  You write it down, follow it and make changes and updates as 
needed.   
 
This is so that you can keep everything in proper perspective, because 
without a step by step business plan, there is no way you can keep your 
business running successfully, unless you are just a super lucky person…  

What are the chances of that being true? Not Much. 

_______________________________________________________________ 
 
_______________________________________________________________ 



Writing A business plan is simply the process you'll use to organize your 
business goals and strategies. It is a written expression of your business 
ideas.  And, it also provides information needed for others to evaluate your 
business.  A thorough business plan can help if you are seeking assistance from 
a financial lender.  
 
It will let the lender know that you are serious, and also let them know that you 
are working and planning for your business to ultimately be successful. 

Every business plan is dynamic.  Each business has its own unique 
personality and is different from any other one.  Your business plan should reflect 
your businesses uniqueness. 

How Do I Use This Manual For Maximum Advantage?  
                                   

 
This manual is intended to aid you in the preparation and the writing of your 
business plan for your business.   
 
The first part of it is written to help you write your business plan.  There is plenty 
of note space for you to take notes as you move through it.  You can also take 
additional notes on other paper as needed.   
 
You should write your business plan as you go through this manual. 
 
Or, 
 
You can go to the Quick Start…Business Plan Work Shop. 
 
This section is written for those of you that want to write a quick little business 
plan in a speedy amount of time. 
  
This section also includes some worksheets in a printable form.  You can use 
these worksheets to help you figure out some of the financial information that 
your business will need to complete. 
 

 
 
 
 



Why Write A  
Business Plan? 

 
 

 
 
 
You should write a business plan because it is the “tool” to understand 
how your business is put together.  This process will help you to learn how to 
manage your company in a more effective and efficient manner.  It will help you 
to become an expert in your industry. 
 
At this point you should know whether you want to start a business or not.  
There is always a chance that you will be the next Bill Gates.  If you don’t get 
started; how will you ever know the answer to that question?  
 
_______________________________________________________________ 
 
_______________________________________________________________ 
  
 
Once you have made the decision and totally understand that it is not all 
smooth sailing, but actually more work then you can imagine. 
 
If you are really ready; let’s get started…  The next thing you will need to do is 
prepare to write your business plan.  The reason you need to write one, is 
because, it will help you plan your business.  Just the simple act of writing it 
really helps you to take the idea of business ownership seriously.  
 
It forces you to take an unemotional look at what you are putting together, on 
what you are planning and it helps you to properly and effectively work toward 
your business success.   
 
You can put it together yourself or have one professionally prepared for you. 
 
 
All Business Plans Are Not The Same, Because… 

                                
 
 
All business plans are not the same, because businesses are different… 
 
All business plans are not the same, because the products/services are 
different… 



 
All business plans are not the same, because they are written by different 
people… 
 
All business plans are not the same, because they are written for different 
reasons… 
 
All business plans are not the same, because they vary in importance… 

 
Where To Start 

           
 
 
Write your business plan 
 
Know your audience 
 
Make it neat and clear 
 
Know your business 
 
Know your plan 
 
Get help, if needed… 
 
 
 

 
 
 
 
 
 
 
 



Where Can You 

Get Free Or  
Low Cost Help? 

 
 

There are several organizations that offer free or low cost assistance in 
preparing a business plan; 

Continuing Education Center 

Local University Outreach Center 
 
Local University Extension Office 
 
Small Business Development Center 

Small Business Administration 
 
Service Corps of Retired Executives (SCORE) 
 
Women Business Center 

 

Where Can I Find Reliable Search Information? 
                               

 

All of the places listed above and also; 

Business Related Associations  

Networking 

Internet 

Directories 

Library 

Focus Groups 



Books 

Statistics 

Newspaper Articles 
 

Most cities have these or similar organizations.  Look in your local white pages or 
contact your local government office for help locating them.  

When it comes to preparing your business plan, you are going to organize it to fit 
your particular (business) circumstances. A business plan should be one of the 
first things a start up or new business should have before you get too involved in 
your business.   

It is best to plan it before you start it.  

 

 
 
 
 
 
 
 
 
 
 
 
 



What Are The  
Essential Elements? 

 
 
 
A business plan should convey your business goals and the strategies 
you'll use to meet them.  Your goals should include ways to confront potential 
problems, the organization structure of your business and the amount of capital 
required to finance your venture and keep it going until you break even and 
ultimately move into a positive financial future.  
 
The one thing that is really great about writing a business plan is that your 
business is going to be uniquely yours.  You don’t have to stick to a specific or 
absolute guide line.  You can add, change and/or delete any part of your 
business plan.  You can put in the ideas that you feel are appropriate for your 
company.  
 
It should include an; 
 
Introduction Section 
 
Executive Summary… 
 
Company Description… 
 
Marketing Strategies… 
 
Operations Plan… 
 
Financial Strategies… 
 
Supporting Documents/Appendices… 
 
 
 
 

 
 
 



Introduction Section 
 

 
 
The introduction section should include four basic elements.  It should include a; 
 
Cover Sheet 
 
Table of Contents 
 
Mission Statement  
 
Fact Sheet 
 
A nicely organized Introduction section of your business plan should convey to 
the readers, a) who your business is b) what type of business you are c) and 
what you are trying to achieve with your plan. 
 
 
Cover Sheet  

          
 

The purpose of this page is to show the viewer of it who your company is.   
 
This page should include;  

Company Name 

Your Cover Sheet should name your company.  

Contact Information 

The Contact Information should give the name of the contact person.  This 
section should include the address and the phone number of the company. Any 
fax numbers, email addresses and Internet sites should be included also.    

Company Logo 

If your company has a logo, it is a good idea to add it to the cover sheet. 

Company Trademark  

You should also add your company trademark or registered trademark. 



Copyright Notice 

A copyright notice may be added to discourage people from copying or 
distributing your business plan without your permission. 

Date It Was Prepared  

This is the date or the last date that your business plan was prepared.  You may 
also add the month, the time it was prepared and the person or company that 
prepared it for you. 

Privacy Notice 

This is to discourage anyone that was not invited to view your business plan from 
viewing it.  This is usually added in a red color.  And the privacy notice is usually 
written with the word CONFIDENTIAL in capital letters. 

Copy No. and Given To: are sometimes added at the top right hand corner of it 
so that you can label them with the appropriate information. 

_______________________________________________________________ 
 
_______________________________________________________________ 

_______________________________________________________________ 
 
_______________________________________________________________ 

_______________________________________________________________ 
 
_______________________________________________________________ 

_______________________________________________________________ 
 
_______________________________________________________________ 

_______________________________________________________________ 
 
_______________________________________________________________ 

_______________________________________________________________ 
 
_______________________________________________________________ 

  



Cover Sheet Sample 
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Interested parties should contact: 
   

Sample Business Plan 
Shauna Murray 

PO Box 435 
St. Louis, MO 63032 

314-837-1392 
smurray@yourbusinesspal.com 
http://www.yourbusinesspal.com  

  

The contents of this document are proprietary and strictly property of Sample Business Plan (“USE”) 

 

By accepting receipt of this document, the receiving party acknowledges and agrees not to disclose any information 

contained for a period of five years  from the date of receipt.  This Business Plan is not to be reproduced or viewed by 

anyone other than the receiving party, their employees, or investment partners.  This document is not a private placement 

memorandum, and all statements, plans assumptions and projections should not be relied upon for investment purposes. 

Sample Business Plan ©2003 Sample Business Plan (Proposed) 
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Do You Think A Business Plan Will Help 
Your Business Advance To The Next Level? 

Most people assume that it is difficult to prepare a business 
plan. Nothing could be further from the truth. It is easy to do... 

Writing your business plan is one of the most important aspects of starting 
your business in today's ever changing business environment…   

Your business plan can help with; 
  
Saving on accounting fees... 

Saving on attorney fees... 

How can your business plan help with some of 
these fees?  

Well, with a properly prepared business plan it 
will point you in the right direction to help you 
avoid overpaying those fees... 

But, what are the steps you need to take to get your business plan written 
in a manner for a lender to give you a second look? 

These steps will be included in your Financial Strategy... 

Your business plan can provide potential lenders with details that may help you 
with getting financed. 

So how do you get started? 

So many entrepreneurs are jumping into business ownership without first 
planning their new venture. A business plan is one of the first things you will need 
to write before you get to far alone into business ownership. 

How To Write A Business Plan… Made Easy  
 
Everything banks, lenders and the SBA look for!  Produce your business plan 
quickly and easily... For entrepreneurs and small-business owners.  
 
http://www.business-plan-made-easy.com  
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