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Introduction
Describe with passion the idea and goals of that which you are trying to accomplish. Define the big picture and stay away from details. Leave the reader with the distinct and definite impression that you believe in the project and it's success. No more that one page double spaced (4-5 paragraphs).
Synopsis
Description of Project

Describe the scope of the project. Include the details that make up the big picture aspects (1-2 paragraphs).
Funding

Clearly state the funding required to complete the project as defined in the plan (1 paragraph succinctly stated).
Return of Investment

Include the expected return of investment for the funder and be sure to outline any specifics that will affect the outcome. Interest rates, period of funding, expected payments and total dollars paid to the investor upon completion of the funding plan (1-2 paragraphs).
Executive Summary

Overview

Give a complete overview of the project. This can be simply a fact based section or written in story form. For most potential investors, this is the one place that you need to grab their attention to sell the idea. Most investors will request the Executive Summary as their starting place and if you do not catch them here, you will loose them. Should they find that they are interested in the project from this point, they will request the detail of the plan.
Be real, be realistic and above all, have the document proof-read and grammar checked. They may allow mistakes in the detail sections, but if they see flagrant errors in this section, they may loose interest. To some this may not be an issue, but error on the side of caution (1 page – can be single spaced).

Opportunity
What are the opportunities that arise and can be taken advantage of by the implementation of this project? Is there a new product, an improvement on an existing idea or are their current market conditions that allow for unique opportunities? Why is now the time to proceed with this project?
Market

What are the current market conditions that make this project ripe? Describe demographics, market share, political factors and technology factors that are influencing the market. The detail for this section will be located later in the document; this area should be the interpretation of that data in regards to how it affects this project.
Differentiation

Why is this project different from others, what distinguishes this product or service from those that may already exist? What advantages are there for the consumer to choose your products or services over others? This area needs to be balanced against the interpretation of the market data. If possible, the market data should clearly reflect the consumer need for your differentiation.
Products XE "Products" 
What products are you offering? Products in this area refer to services also.
Management Biography

Who are the principles involved and what traits make them uniquely qualified to carry out the objectives of this plan? Write it in the third person and have everyone you know take a look at it and make suggestions. We all have a hard time bragging about ourselves without sounding boastful. Get over it, you need to sell yourself as the person or persons who can get the job done.

Use of Proceeds XE "Proceeds" 
What is any money you receive going to be spent on? BE SPECIFIC.
Key Financials XE "Financials" 
List here the year by year (or whatever periodic you are using) profit and loss. Include the income, cost of sales and expenses as well as the totals and accumulations.

Strengths/Weaknesses
This is one of the MOST important sections of the document. You may know what your strengths are and can verbalize and write them out. But you better understand what your weaknesses are. You can be assured that anyone with any moxy will be able to identify where possible weaknesses exist. By listing what you have concerns about tells the reader that you have thought about pitfalls that you will encounter. You will want to identify in other sections of the document how you plan to overcome the obstacles, but here you want to be frank and to the point about their existence.
Summary

Remember the three rules of writing and public speaking. Tell them what you’re going to tell them, then tell them, tell them what you just told them. Sum it all up here.
General Plan
Now is the time and this is the place to go into the details and specifics of how this plan will be initialized, implemented, and completed. If there are many subjects interwoven, take the time to set each into its individual section and reference the items in other sections. Be detailed, but be succinct. Imagine reading 20 different business plans a week; if your reader uses this to cure insomnia, then you have already lost the bid. The dryer the subject, the more detail needs to be moved to appendices. Keep the readers attention through references to agonizing detail in other areas.
Business Structure XE "Business Structure" 
What is the business structure going to be? Profit/Non-Profit, Corporate, LLC, Partnership, Sole Proprietor, etc. Describe the principles, the directors, and the leadership.
Major Asset Acquisition

If the plan requires any purchases of large capital equipment (land, machinery, etc.), then you will want to describe the features and the benefits of these purchases. Include timing, prices and life-expectancy.
Location XE "Location" 
Where will your business/project be located? Address, if possible, or at the minimum, city and state. 
Staffing XE "Staffing" 
Are there special staffing requirements or qualifications that are pertinent to the success of the plan? Describe here positions that will be required and, if possible, include a sample job description for each in the appendices.
Marketing

In the Executive Summary section you should have put the big picture view of the data that you collected. Here is where you will make your arguments for how you arrived at those interpretations. The actual data should be list in the appendices. Remember to cover market and demographics.
Depending on the intent of the plan, this is one area that will grow or shrink. Doing an asset based lending plan will minimize this area, while a new product being brought to market will require this section to be quite extensive.

Profitability Plan/Exit Strategy
This can be one or the other, or even both. Describe what steps you are going to take to ensure the projects’ success. If you have a plan to exit (i.e., Internet IPO strategy), then tell the reader at what point you expect that to happen.
Associations/External Business Relationships XE "Non-Profit" 
Are the external groups that you will be associated with to ensure the plans success. These can be associations that you join, or another company that you rely on for manufactured parts delivered to your facility on time. It can also include any relationship with academic institutions for training or research.
Conclusion

Sum it all up for the reader. If you have any miscellaneous items, you may want to include a section before this to cover them. Here is just where you bring everything together in a final statement.
Financial Plan

Income XE "Income"  & Expense XE "Expense"  Item Detail

This section refers to the Income XE "Income"  & Expense XE "Expense"  portions of the projected plan. Each detailed item should be presented and the specific annual/periodic goals of each are discussed. You do not need to describe the number of paperclips you will buy for office supplies, but larger sections should have detail surrounding it to bring form to the numbers you chose and why.
Three Year Projected Income XE "Income"  XE "Projected Income"  & Expense XE "Expense" 
Here is the place you normally would want to link in some spreadsheet data. Usually this would be a 3-5 year P&L statement or some other periodic financial analysis.
Year One – Income XE "Income" 
Year One – Expenses
Year Two - Income XE "Income" 
Year Two - Expenses

Year Three - Income XE "Income" 
Year Three – Expenses

Supporting Documents

The following documents are meant as support to the text herein.
Market Research Data

Place the detail of your market research data here.
Preliminary Cost Assumptions

If you made assumptions in your plan; per acre cost of land, salaries, etc., you will want to detail that information here.
Startup Costs
What are the startup costs you anticipate? A schedule of those costs should be provided here.
Amortization Schedule – Operations
Any loan amounts should be placed here through amortization schedules.
SD5: Return on Investment XE "Return on Investment"  Analysis

An ROI analysis should be placed here for any investor type activity.
Appendices

Place copies of all the detail and other documents here.
The following are external documents that help paint a picture of the plan and the reasoning behind it. These documents come from various sources and may or may not be cited in the text of the plan, but all have purpose in describing the vision.
Project Amendments

Keep track of the amendments you make as you progress through the interview process. It will help you recall prior versions of the plan should it change over time.
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