
How To Draw Up A Business Plan Steps 1

How To Draw Up A Business Plan
Steps

How To Draw Up A
Business Plan Steps

Downloaded from
template-dev.mobaptist.org

by Charles & Haiden

INTRODUCTION: WHY YOUR
BUSINESS BLUEPRINT MATTERS
MORE THAN YOU THINK

Every successful venture begins with a
clear vision, but vision alone rarely pays
the bills, attracts investors, or navigates
the turbulent  early  years of  a  startup.
This  is  where  a  structured  document
becomes  your  most  valuable  asset.
Understanding  how  to  draw  up  a
business plan steps is not merely an
academic  exercise;  it  is  the  practical
foundation that transforms an idea into a
viable  enterprise.  A  well-crafted  plan
serves as a roadmap, a communication
tool,  and  a  benchmark  for  measuring
progress.  Whether  you  are  seeking
funding,  aligning  a  founding  team,  or
simply forcing yourself to think through
every  critical  aspect  of  your  business,
the process of drafting this document is
indispensable. This guide will  walk you
through each sequential phase, ensuring
you  build  a  document  that  is  both
thorough and actionable.

STEP 1: START WITH THE
EXECUTIVE SUMMARY – YOUR
ELEVATOR PITCH ON PAPER

The  executive  summary  is  the  single
most  important  section  of  your  entire
plan.  It  is  the  first  thing  potential
investors, lenders, or partners will read,
and often the only section they will read

if it fails to capture their interest. Writing
it last, after you have completed the rest
of  the  document,  is  a  best  practice
because  it  allows  you  to  distill  your
ent i re  s t rategy  into  a  conc ise ,
compell ing  overview.

What to Include
in the Executive
Summary
This section should be no more than one
or two pages. It must clearly state your
business  concept,  the  problem  you
solve, your target market, your unique
selling proposition, your business model
(how  you  make  money),  and  a  brief
financial  forecast  or  funding  request.
Think  of  it  as  a  standalone  document
that sells your business in sixty seconds.
Use  strong,  confident  language  and
avoid  vague  statements.  For  example,
instead of saying "we hope to become a
leader,"  say  "we  are  positioned  to
capture 15% market share within three
years  by  leveraging  our  proprietary
technology."

Common Pitfalls
to Avoid

Being too vague: Investors need
specifics. Cite numbers,
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percentages, and concrete
milestones.
Overly long paragraphs: Use
bullet points or short, punchy
sentences to maintain readability.
Including too much detail: Save
granular details for later sections.
The executive summary is a
teaser, not the full story.

STEP 2: DEFINE YOUR COMPANY
DESCRIPTION AND MISSION

Once you have hooked the reader with
your  executive summary,  it  is  time to
provide a deeper dive into who you are
and  what  you  stand  for.  This  section
establishes the identity and purpose of
your business.

Company
Background and
Structure
Begin by explaining the nature of your
business.  What  is  your  legal  structure
(sole  proprietorship,  LLC,  corporation)?
Where  are  you  located?  What  is  your
business  history  if  you  are  already
operating? Then, articulate your mission
statement and your vision for the future.
A  s t r o n g  m i s s i o n  s t a t e m e n t
communicates  your  core  purpose  and
guides  your  decision-making.  For
instance,  "To  provide  affordable,  high-
quality educational tools to underserved
communities" is more powerful than "To
sell educational products."

Core Values and

Objectives
List  the  core  values  that  drive  your
company culture and operations. Follow
this  with  a  set  of  clear,  measurable
objectives  for  the  next  one  to  three
years.  These  should  be  SMART  goals
(Specific,  Measurable,  Achievable,
Relevant,  Time-bound).  An  example
objective might be: "Achieve $500,000 in
recurring revenue by the end of year two
by expanding our subscription base by
200 new accounts per quarter."

STEP 3: CONDUCT A THOROUGH
MARKET ANALYSIS

No business  operates  in  a  vacuum.  A
deep  understanding  of  your  industry,
target  market,  and  competit ive
landscape  is  crucial.  This  section
demonstrates that you have done your
homework and that there is a genuine
demand  for  your  product  or  service.
When  learning  how  to  draw  up  a
business  plan  steps,  many  novices
underestimate the depth required here.

Industry
Overview and
Trends
Describe  the  current  state  of  your
industry.  Is  it  growing,  shrinking,  or
stable? Cite reputable sources such as
industry reports from IBISWorld, Statista,
or government publications. Identify key
trends,  such  as  technological  shifts,
regulatory  changes,  or  evolving
consumer behaviors,  that could impact
you r  bus iness .  Show  tha t  you
understand both  the opportunities  and
the threats.
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Target Market
Segmentation
Define  your  ideal  customer.  Go  beyond
basic  demographics  l ike  age  and
income.  Develop  detai led  buyer
personas  that  include  psychographics
(values,  interests,  lifestyle),  purchasing
behavior, and pain points. For example,
if you are launching a productivity app,
your  target  market  might  be  "small
business  owners  aged  30-50  who  are
overwhelmed  by  project  management
tools  that  are  too  complex."  Segment
your  audience  into  pr imary  and
secondary  markets,  and  explain  why
each group needs your solution.

Competitive
Analysis
Identify  your  direct  and  indirect
competitors.  Create  a  simple  matrix
compar ing  the i r  s t rengths  and
weaknesses against your own. What do
they do well? Where do they fall short?
Your  competitive  advantage  should  be
clear. This could be superior technology,
better  customer  service,  a  more
attractive  price  point,  or  a  unique
distribution  channel.  Be  honest  about
your competition; acknowledging strong
rivals  actually  builds  credibility  with
investors.

STEP 4: DESCRIBE YOUR
PRODUCTS OR SERVICES IN
DEPTH

Now it is time to showcase what you are
actually  selling.  This  section  should
detail every product or service line you
offer, or plan to offer.

Features,
Benefits, and
Lifecycle
List the specific features of your product,
but  more  importantly,  translate  those
features  into  tangible  benefits  for  the
customer. How does your product make
their  life  easier,  save them money,  or
solve  a  frustrating  problem?  Also,
explain the lifecycle of your offering. Is it
a one-time purchase, a subscription, or a
consumable? If applicable, describe your
product roadmap for future iterations or
additions.

Intellectual
Property and
Proprietary
Assets
If  you  have  patents,  trademarks,
copyrights,  or  trade  secrets,  list  them
here.  This  is  a  significant  competitive
moat  that  can  greatly  increase  your
valuation. Also, mention any proprietary
technology, processes, or data that give
you an edge.

STEP 5: DEVELOP YOUR
MARKETING AND SALES
STRATEGY

A great product means nothing if nobody
knows  about  it.  This  section  outlines
exactly how you will  reach your target
customers and convert them into paying
clients.
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Marketing
Channels and
Tactics
Identify  the  specific  channels  you  will
use to  generate  awareness  and leads.
This  could  include  content  marketing
(blog  posts,  videos),  search  engine
optimization,  paid  advertising  (Google
Ads, social media ads), email marketing,
public relations, events, or partnerships.
For  each  channel,  explain  why  it  is
appropriate for your target audience and
what your budget allocation will be.

Sales Process
and Funnel
Describe  your  sales  process  step-by-
step.  How  do  leads  move  from  initial
awareness to a closed sale? Do you use
a  direct  sales  force,  an  e-commerce
platform,  or  a  network  of  distributors?
Outline  your  customer  acquisition
strategy  and  calculate  your  expected
customer  acquisition  cost  (CAC).  Also,
describe  your  post-sale  strategy  for
customer  retention  and  upselling,  as
repeat  customers  are  often  the  most
profitable.

STEP 6: OUTLINE YOUR
OPERATIONAL PLAN

This  section  proves  that  you  have  a
practical plan for delivering your product
or service consistently and efficiently.

Location,
Facilities, and
Technology
Where  will  your  business  physically
operate?  Do  you  need  a  storefront,  a
warehouse,  or  simply  a  home  office?
Describe  your  faci l i t ies  and  the
technology infrastructure required. For a
software  company,  this  might  include
your  cloud  hosting  provider  and
development tools.  For a restaurant,  it
might include kitchen equipment and a
point-of-sale system.

Key Processes
and Milestones
Identify the critical day-to-day processes
that  keep your  business running,  from
production  and  quality  control  to
customer  support  and  order  fulfillment.
Also,  list  key  milestones  you  plan  to
achieve in the next 12-24 months, such
as launching a new product line, hiring
key  personnel,  or  reaching  a  certain
number  of  customers.  Attach  realistic
timelines to these milestones.

Supplier and
Inventory
Management
If you sell physical products, detail your
supply  chain.  Who  are  your  main
suppliers? How do you manage inventory
to  avoid  stockouts  or  overstocking?  If
you  provide  services,  describe  the
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workflow for delivering those services to
clients.

STEP 7: BUILD YOUR
MANAGEMENT AND
ORGANIZATION STRUCTURE

Investors bet on people as much as they
bet on ideas. This section introduces the
team behind the business.

Founder and Key
Team Bios
Provide short bios for each founder and
key  employee.  Highlight  relevant
experience,  education,  and  past
achievements.  Emphasize  why  this
specific  team  is  uniquely  qualified  to
execute this business plan. If you have
gaps in your team, acknowledge them
and explain your hiring plan to fill  those
roles.

Organizational
Chart and
Advisory Board
Include  a  simple  organizational  chart
showing  reporting  structures.  Also,  list
any  advisors,  mentors,  or  board
members  you have.  A  strong advisory
board  with  industry  veterans  can  add
immense credibility.

STEP 8: PREPARE YOUR
FINANCIAL PROJECTIONS

This is the section where the numbers
tell your story. It is the most scrutinized
part of any business plan, especially by
lenders and investors.

Startup Costs
and Funding
Request
If you are a startup, list all initial costs:
equipment,  legal  fees,  inventory,
marketing  launch,  rent  deposits,  etc.
Then,  clearly  state  how much  funding
you need and how you plan to use it.
Break the use of funds into categories,
such as 40% product development, 30%
marketing,  20%  operations,  and  10%
working capital.

Core Financial
Statements
Include  projected  income  statements
(profit & loss), cash flow statements, and
balance sheets for the next three to five
years. Use realistic assumptions that are
clearly  explained  in  footnotes.  For
example,  state  your  assumed  growth
rate,  gross  margin,  and  operating
expenses.  Many experts  recommend a
bot tom-up  approach  (bu i ld ing
projections from unit sales) rather than a
top-down  approach  (c la iming  a
percentage of a huge market), as it  is
more credible.

Break-Even
Analysis
Calculate  your  break-even  point:  the
sales volume at which your total revenue
equals your total costs. This is a critical
metric that tells you how long you can
sustain  operations  before  becoming
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profitable.  If  you  have  a  long  runway
before break-even, ensure your funding
request covers that period.

STEP 9: INCLUDE SUPPORTING
DOCUMENTS AND APPENDICES

The appendix is where you house all the
extra materials that support your claims
without cluttering the main body of the
plan.

What to Include
in the Appendix
This can include resumes of  key team
members,  product  images  or  technical
diagrams,  market  research  data,  legal
documents (patents, contracts, permits),
detailed  financial  spreadsheets,  and
letters of intent from potential customers
or partners. Only include items that are
referenced in the main text and add real
value.

STEP 10: REVIEW, REFINE, AND
TAILOR YOUR PLAN

Writing the plan is only half the battle.
The  final  step  in  how  to  draw  up  a
business plan steps is critical: revision
and customization.

Seek Feedback
Share your draft  with trusted mentors,
industry  peers,  and  even  potential
customers. Ask for brutal honesty. Is the
financial  model  realistic?  Is  the  market
analysis  convincing?  Are  there  any

logical  gaps?  Be  prepared  to  rewrite
sections  multiple  times  based  on
feedback.

Tailor for Your
Audience
A  business  plan  for  a  bank  loan  will
emphasize risk mitigation and cash flow.
A  plan  for  a  venture  capitalist  will
emphasize growth potential and market
size. A plan for internal use might focus
more  on  operational  details.  Create
different  versions  of  your  executive
summary  and  financial  highlights
depending on who you are presenting to.
Never send a generic plan.

CONCLUSION: FROM DOCUMENT
TO DYNAMIC TOOL

Mastering how to draw up a business
plan steps is not a one-time event. Your
plan should be a living document that
evolves  with  your  business.  Revisit  it
quarterly to compare actual performance
against  your  projections,  update  your
market  analysis,  and  refine  your
strategies based on real-world feedback.
The discipline of writing and maintaining
this  document  forces  clarity,  builds
confidence,  and  significantly  increases
your odds of success. Whether you are
launching a side hustle or a high-growth
venture,  the  effort  you  invest  in  this
process  will  pay  dividends  in  focus,
credibility, and strategic alignment. Start
writing, stay persistent, and watch your
vision  take  shape  on  paper  before  it
becomes a reality in the market.


