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Your Business Plan

Glenn Muske
Micro & Home-based Business Specialist

405-744-6280
glenn.muske@okstate.edu
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Planning Your Business
Just like taking a road trip

Let’s say that you want to drive from 
Prospect, Oregon to Success, Missouri.

Where would you start? 
What highway would you take?  

Where are the best places to stop? 
What are the areas that you want to avoid?

You need a road map

* Prospect, OR

* Prospect, OR 

Success, MO

The same is true in business:

From Prospect to Success,

It takes a road map!
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Business Plan Defined

“A business plan is simply a ‘road map’ for 
creating a business.  You identify your 
origin, select a destination, and plot the 
shortest distance between the two points.”

The Entrepreneur’s Manual

Richard M. White, Jr.

Reasons for a Business Plan

#3.  Used to obtain financing.

- Business plans that raise money have no 
guarantee of business success

#2.  Used as tool to discuss business idea with 
mentors, agencies, etc.

#1. YOU!!

WHY??
����������

��	
�

���


�������
�
����	������
�� �
�
����	�!
!
�"�

#����$���	


%
����
	�&��	�
���	



4

Your use of the business plan

� Provides an outline for creating your business:
– Identifies and defines the product or service
– Defines the market for that product or service
– Locates the niche
– Outlines key players and their roles
– Provides a financial game plan

� Sets mile markers of success – Financial & Personal
� Measurement of  progress and change.
� Provides a reference for your ideas and thoughts

Business Plan Length

� No requirements
– Range from 3 pages to 100+
– Average length – 25-30 pages

“I have made this letter longer than usual, 
because I lack the time to make it short.”

Blaine Pascal

Parts of a Business Plan

• No two business plans are identical
• Share common structures

• May start with a feasibility plan
• Differences

• Feasibility plan does not include sections on 
management and organization, operating and 
control systems, and a growth plan.

• Does include plan for future action.
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HELP!!!
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Planning for Your Business
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Planning for Your Business
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I.  Title Page/Cover Page
– Business name
– Your name
– Contact information
– Logo, trademarks, and/or slogans
– Shows product/service if possible

II.  Table of Contents.
– Your goal – Make it easy to use
– Include page numbers

III.  Executive Summary
– One or two pages
– Describe fundamental elements of business
– Describe your product and the industry
– Outlines requested investment
– Provides the projected return on that investment

“This may be the only section read!!”

IV. Company Summary
– Describe how and why you formed your company
– Provide information about the founders & management 

team and roles and responsibilities of each
– Lists advisors, mentors, consultants, etc.  
– Provides legal structure of business
– Identifies short and long term goals
– Describes operating location, equipment available, etc.

VI.  Description of Product and/or Services
– Describes your products and its unique consumer 

benefits
– Discusses level of development and testing
– Outlines any patents, copyrights, etc. obtained
– Limited technical information and jargon
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VII.  Market Description
– Describes the industry and its future growth
– Outlines your product/service niche
– Outlines the customer profile
– Identifies geographical market
– Identifies the competition
– Discusses marketing channels/distribution systems
– Provides promotion plan
– Identifies pricing strategy
– Sets market share goals

VIII.  Manufacturing Plans
– Describes how and where the product will be produced

– Discusses any special processes or equipment required

– Includes details on how quality and consistency will 
be maintained

IX.  Financial Plans
• Includes projections (pro forma)  for:

1. Profit - Income Statement- (Three years)
• Shows revenues and expenses, and the resulting 

losses.
2. Flow - Cash Flow Analysis- (First Year, by months) 

• Shows how much cash will be needed to pay 
expenses at what time.

3. Position - Balance Sheet- (Three years)

• Shows a snapshot of the business (assets, liabilities, 
and owners equity) at a given point in time

• Includes a break-even analysis and identifies assumptions

• Identifies source and use of funds
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X.   Future Plans
– Preparation for future growth

� Additional products and/or services
� New markets and/or New customers

– Contingency plans
� What happens if goals are not met?
� What happens if your business takes off?

XI.  Appendices – Supporting Information
Resumes; copies of significant contracts, agreements, etc. ; copies of 

patents or copyrights; brochures, promotional material, etc. ; 
marketing survey results; management structure/organizational 
chart; letters of endorsement; historical financial information

Writing Tips

1. You must look at the situation realistically!!
2. You must write your own plan!! Only you 

understand your business.  
3. Write in simple, direct, non-technical language
4. Have others read for understanding and writing  
5. Neat, uncluttered, readable – Use clear fonts
6. Use charts, graphs and bullets – Reference each 
7. Include page numbers
8. Look at samples

Questions??

Glenn Muske
Micro & Home-based Business Specialist

405-744-6280
glenn.muske@okstate.edu


