Elements of a Business Plan
Contents of a Business Plan
Executive Summary

The executive summary is the most important part of the business plan. It gives a short overview about the planned project and summarizes the contents of the rest of the business plan. The executive summary should not be longer that one or two pages.
Often decision makers only read this part of the whole business plan to decide, if they should study the rest of the plan. Because of this fact, it is very important, that the executive summary catches the attention and the interest of the reader. 

Actual Analysis

The actual analysis contains information about the current situation both inside and outside the organisation.
The most important contents of the actual analysis are:
· Business analysis (about the internal operation)
Unique Selling Proposition (price, quality, …)
Corporate vision and identity (targets, corporate design…)
Shareholder value (value of the shares of a plc / return on equity)
Stakeholder value (interests of all parties involved in the companies business)
Location (of the sales premises or production sites)
· Industry analysis (about the industry an organisation is operating in)
Product lifecycle, industry lifecycle
Market volume, market potential, market share
Market entry barriers
· Competitive analysis (about the competitors)
Market forms (monopoly, oligopoly, polypoly)
SWOT analysis (and strategies)
Marketing Plan

The marketing plan states the planned marketing operations of the organisation.
The “four Ps” are called the marketing mix and are exactly what should be contained in the marketing plan:

· Product (product mix)
Will a wide (many completely different products) or a deep (many similar product / models of one product) product mix be preferred?
· Price (pricing strategy, terms & conditions policy)
Should a skimming or a penetration strategy be used for a new product?
Will there be a volume discount or something similar?
· Place (distribution policy)
How does the product get to the customers?
· Promotion (advertising, public relations, …)
How should the product be presented to the customers?
Which ways are there to attract new customers?

Project Plan

Every project needs at least some planning about what has to be done when and what resources are needed. This is what the project plan should contain.
An important step for project planning is to set realistic and clearly defined targets. Milestones are an important tool to set intermediary targets in the run of a project. They can be used to set deadlines and to check if the project can be finished on time.

Also information about the resources (the team and the assets) has to be given in a project plan.

Financial Plan
Of course a project needs to be financed somehow. This is what the financial plan deals with. It contains figures like budgeted balance sheets and profit and loss accounts as well as plans for fundraising.
An investment analysis is often the beginning of the financial plan and deals with the question, if the project, if realized, will actually be profitable.

Additionally budget calculations give an overview about how the project is planned to perform and when there will be financial problems. Of course the plan must also bring solutions to these problems.

The last point of the financial plan is fundraising. It must give an answer to the question, how the money, that is needed for the project, can be raised.

Uses and Addressers of a Business Plan

The main use of a business plan is to convince people of investing into a project and to present it to the outside world. Additionally some elements of the business plan can also be used internally for checking, if the project is performing as expected.
Some occasions for writing business plans are:

· Applying for a loan at a bank.
When a company is founded, there is almost always the need for additional capital, which is provided by banks most of the time. To convince the bank, that interests and the borrowed money can be paid back, there is a need to prove that the company will perform well in the future. This is what a good business plan can do.

· Attracting partners to co-found or finance a business.
Partners need to be convinced in the same way as banks, that the money they invest into a company, will give them a reasonable amount of profit.

· Financing projects inside companies.
Not only external people have to be convinced of ideas. Also inside a company business plans can help to realize an idea of an employee by convincing the company’s decision makers to spend money on it.
· Applying for (inter)national funding.
National and international organizations like the EU offer special subsidies for companies. These organizations have to be convinced as well, that their money will be invested well and have a lasting effect on the company.
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