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Starting a new
business is an
exhilarating journey,
but it is also fraught
with uncertainty. A
well-crafted business
plan is your roadmap,
guiding you from the
initial idea to a
sustainable, profitable
enterprise. However,
the thought of writing a
business plan from
scratch can be
daunting. That is why
learning how to make
a business plan
template is one of the
most valuable skills an

entrepreneur can
develop. A solid
template not only
saves time but also
ensures you cover
every critical aspect of
your venture. In this
guide, we will walk you
through the process of
creating a
comprehensive,
customizable template
that you can use for
any business idea.

UNDERSTANDING
THE PURPOSE OF A
BUSINESS PLAN
TEMPLATE

Before diving into the
mechanics, it is
essential to grasp why


https://www.remodelicious.com/

a template is so
powerful. A business
plan template is not a
one-size-fits-all
document; rather, it is
a flexible framework
that adapts to your
specific needs. It helps
you:

¢ Organize your
thoughts and
research in a
logical structure.

* Present
information in a
format that
investors and
lenders expect.

e Save hours of
formatting and
layout work.

e |dentify gaps in
your strategy
before they
become costly
mistakes.

By learning how to
make a business
plan template
yourself, you retain full
control over the

content and design,
ensuring it aligns
perfectly with your
brand and industry.

STEP 1: DEFINE
THE CORE
SECTIONS OF
YOUR TEMPLATE

The foundation of any
effective business plan
template is its
structure. While
specific details may
vary by industry, most
successful plans
include the following
core sections. You
should design your
template to have each
of these as a major
heading.

1.
Executive
Summary

This is the most crucial
part. It appears first
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but should be written
last. Your template
should include
placeholders for a brief
company overview, the
problem your business
solves, your target
market, a snapshot of
financial  projections,
and the funding
request (if any). Keep it
to one or two pages at
most.

2.
Company
Descripti
on

In this section, your
template should
prompt the user to
describe the business’s
mission, vision, legal
structure (e.g., LLC,
corporation), and the
unique value
proposition. Include

space for the
company’s history (if
existing) or founding
story.

3. Market
Analysis

A thorough
understanding of the
market is non-
negotiable. Your
template must have

subheadings for
industry overview,
target market

demographics, market
size and growth
potential, competitive
analysis, and market
trends. Provide
prompts for both
primary and secondary
research sources.

4,



Organizat

Products

lon anor
Manageenvices

ent

Here, outline the
business’s
organizational
structure. The
template should
include space for an
organizational chart,
details about the
founding team, their

roles, relevant
experience, and any
advisory board

members. If the
business is a sole
proprietorship, keep it
simple.

5.

Describe what you are
selling. The template
should have
placeholders for
features, benefits, the
product lifecycle,
intellectual property
(patents, trademarks),
and any research and
development activities.
Use bullet points or
tables to make it
scannable.

6.
Marketing
and Sales
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Strategy

This section explains
how you will attract
and retain customers.
Your template needs
subheadings for pricing
strategy, promotion
channels (online,
offline), sales process,
distribution, and
customer retention
plans. Include a note
about key performance
indicators (KPIs).

7.
Funding
Request

If you are seeking
investment or loans,
this section s
mandatory. The
template should
indicate the amount
needed, the preferred
type of funding (equity
or debt), how the funds

will be used (e.g.,
equipment, marketing,
working capital), and
the repayment plan or
exit strategy.

8.
Financial
Projection
S

Investors will scrutinize
this section. Your
template must include
line items for a profit
and loss statement,
cash flow statement,
and balance sheet for
the next three to five
years. Include break-
even analysis and key
assumptions. For a
simpler template, you
can provide a summary
table with revenue,
expenses, and net
profit.



9.
Appendix

An optional but useful
section. The template
should list common
supporting documents:
resumes of key team
members, product
photos, legal
agreements, market
research data, and any
other relevant
material.

STEP 2:
STRUCTURE THE
TEMPLATE FOR
EASE OF USE

Now that you know the
sections, the next step
in how to make a
business plan
template is to design
the layout. A user-
friendly template uses
consistent formatting
and clear instructions.
Here are best
practices:

e Use clear
headings and
subheadings
(as we are doing
now). Each
section should
start on a new
page or at least
be separated by
a horizontal rule.

e Include
instructional
textin
parentheses or
italics within the
template, such
as "(Describe
your target
customer here)"
or "(Attach your
market research
data)."
Eventually, these
prompts will be
replaced with
actual content.

* Provide
example bullet
points for
common items.
For instance,
under
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"Competitive
Advantage," list
possible
examples:
"Proprietary
technology, first-
mover
advantage,
exclusive
partnerships."

e Use tables for
financial data
and
comparisons. A
simple three-
column table for
a profit and loss
projection works
well.

e Leave enough
white space so
the template
does not feel
cramped. A clean
design helps
readers focus on
content.

STEP 3:
CUSTOMIZE THE
TEMPLATE FOR

YOUR AUDIENCE

A generic template is
better than nothing,
but a truly effective
one is tailored. When
learning how to make
a business plan
template, consider
who will read it.
Different stakeholders
care about different
things:

* Investors want
to see growth
potential, a clear
market need,
and a strong
management
team. Your
template should
emphasize
financial
projections and
the funding
request.

e Banks and
lenders focus on
cash flow,
collateral, and
repayment
ability. Include a



detailed cash
flow statement
and a debt
service coverage
ratio.

¢ Internal
management
uses the plan as
an operational
guide. The
template should
include
milestones, KPIs,
and a timeline
for execution.

e Strategic
partners are
interested in
mutual benefits.
Include a section
on partnership
opportunities and
value chain
integration.

Create a note within
your template that
guides the user to
adjust the depth of
each section according
to their primary
audience. For example,
if the plan is for

internal use, the
market analysis can be
brief; if for investors, it
must be thorough.

STEP 4: ADD REAL
FLEXIBILITY WITH
CONDITIONAL
CONTENT

One advanced
technique in how to
make a business
plan template is to
include optional
sections that can be
added or removed. For
instance:

e SWOT Analysis:
While not always
required, many
entrepreneurs
find it valuable.
Add it as an
optional
subsection under
"Company
Description" or
as a separate
section.

e Exit Strategy:
Essential for
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venture-backed
startups, but less
relevant for
lifestyle
businesses.
Provide a
placeholder that
can be deleted if
not needed.

e Risk Analysis:
Some industries
(e.g., biotech,
finance) require
detailed risk
management
plans. Include a
bullet list of
common risks
(regulatory,
operational,
financial) and
mitigation
strategies.

To make this work,
include a short
instruction at the
beginning of the
template: "Sections
marked with a star (*)
are optional. Include
them if they
strengthen your story."

This empowers the
user to build a plan
that fits their exact
situation.

STEP 5:
INCORPORATE
PROFESSIONAL
FORMATTING IN
YOUR TEMPLATE

Even brilliant content
can be undermined by
poor formatting. When
you create your
template, pay attention
to these visual
elements:

e Fonts: Use a
clean,
professional font
like Arial, Calibri,
or Times New
Roman. Keep
body text at 11
or 12 points, and
headings larger
(14-16 points).
Avoid decorative
fonts.

e Margins:
Standard 1-inch



margins on all
sides. For printed
documents,
consider a 1.2-
inch left margin
for binding.
Page numbers:
Include them in
the footer,
starting from the
table of contents
(if any).
Headers and
footers: Add a
header with the
company name
and a footer with
the document
version and date.
This is especially
useful for plans
that undergo
multiple
revisions.
Consistent
indentation:
Use the same
indentation for
lists and
subpoints
throughout.

If you are creating the

10

template in a word
processor, consider
using styles for
headings (Heading 1,
Heading 2, etc.) so that
you can automatically
generate a table of
contents later. This is a
pro tip that makes your
template incredibly
user-friendly.

STEP 6: TEST AND
REFINE YOUR
TEMPLATE

Once you have built
your template, it is
time to test it. The best
way to validate how to
make a business
plan template is to
use it yourself for a
real business idea. Fill
in each section with
dummy content or a
real plan. Look for any
missing pieces,
confusing instructions,
or formatting glitches.
Ask a friend or
colleague to try it and
give feedback. Key
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TEMPRIDATE ask:

e Was it easy to
navigate?

e Were the
prompts clear?

e Did any section
seem redundant
or unnecessary?

 Did the final
output look
professional?

Refine your template
based on the feedback.
This iterative process
will turn a good
template into a great
one. Over time, you
may develop multiple
templates for different
business types—a lean
startup canvas for
early-stage ideas and a
full-scale plan for
established ventures
seeking funding.

COMMON PITFALLS
TO AVOID WHEN
CREATING A
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Even experienced
entrepreneurs can fall
into traps when
designing a business
plan template. Here
are mistakes to
sidestep:

e Overcomplicati
ng it: A template
should be a
guide, not a
straitjacket.
Avoid too many
sub-sections that
overwhelm the
user. Stick to the
essentials.
Ignoring the
executive
summary: Many
templates treat
the executive
summary as an
afterthought. It
deserves special
attention
because it is the
first thing
investors read.

* Neglecting



financial
assumptions: A
financial
projection is only
as good as its
assumptions.
Include prompts
for the user to
define their
revenue drivers,
cost structures,
and growth
rates.
Forgetting
about updates:
A business plan
is a living
document. Your
template should
include a change
log or a section
for version notes
so the user can
track revisions.
Making it too
generic: While
templates are
meant to be
reusable, they
should allow for
ample
customization.
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Avoid hard-coded
examples that
might mislead
the user. Instead,
use placeholders
like "[Year 1
Revenue]" rather
than "$100,000."

LEVERAGING
TECHNOLOGY FOR
YOUR TEMPLATE

In today’s digital world,
you can take your
template beyond a
simple Word or Google
Doc file.  Consider
these enhancements:

¢ Interactive PDF
forms: Fillable
fields allow users
to type directly
into the form,
which can then
be saved or
printed. This is
excellent for
electronic
submissions.
Cloud-based
collaboration:

12

How To Make A Business Plan

2026-04-12

Template



How To Make A Business Plan Template 13

Tools like Google shared document
Docs, Notion, or with comments
Airtable allow and suggestions
multiple team enabled.
members to work e Templates with
on the plan embedded
simultaneously. calculators: For
Structure your the financial

template as a
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