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                    Guideline Description

This guideline is a comprehensive and user-friendly guide
designed to assist entrepreneurs and business owners in
creating a strategic roadmap for their ventures. It provides a
structured framework which outlines key elements to include
in an investor ready business plan. 

It is a valuable resource for entrepreneurs seeking to attract
investors, secure financing, or simply guide their business
towards growth and profitability. 
 



 Begin with a brief and engaging introduction to
your business plan, clearly stating its purpose. 
 Introduce your business by name and define its
mission. 

1.1 Introduction

Executive Summary
CHAPTER 1

1.2 Company Summary

Summarize your business concisely, highlighting
its ownership (including relevant background),
structure, nature and core activities

1.3 Products & Services

Emphasize the key products or services that your
business offers (you can list the products and / or
services)



 Describe the specific market opportunity that your
business aims to seize. 
 Explain how your products or services address a
particular problem or need. 
 Articulate your unique selling proposition (USP)
that sets your business apart. 

1.4 Market Opportunity

1.5 Financial Summary

 Clearly state your business's funding
requirements, including the amount needed and
the purpose of the funds. 
 Provide a high-level overview of your financial
projections and expected profitability. 
Include essential financial metrics such as
projected revenue, gross margin, and net profit
(use a graphical representation) 

1.6 Keys to Success

Identify and articulate your unique selling
proposition (USP). 
Highlight what sets your business apart from
competitors and why customers should choose
your offerings

Remember, the executive summary is a concise, captivating, and
informative snapshot of your business plan. 



 Provide a comprehensive overview of the company,
including its name, location, and legal structure. 
Describe the company's mission, vision, and values. 
Highlight the key products or services offered by the
company. 
- Discuss any unique features, competitive
advantages, or differentiating factors of the
company. 

2.1 Summary

Company Summary
CHAPTER 2

2.2 Company Ownership
Explain the ownership structure of the company,
including the names and roles of the owners or
shareholders. 
Specify the percentage of ownership held by each
individual or entity. 
Discuss any relevant experience or qualifications
of the owners that contribute to the success of the
company. 



Outline the key elements involved in starting the
business, such as securing a location, obtaining
necessary licenses or permits, and setting up initial
operations. 
Explain any research or development that has
been conducted to validate the business concept. 
Discuss any initial marketing or promotional
activities undertaken to create awareness of the
company. 

2.3 Start-up Summary

2.4 Chart: Start-up
 Create a visual representation, such as a chart or
graph, that summarizes the start-up costs and
funding sources. 
This chart should provide a clear breakdown of the
initial expenses and how they will be covered.  

2.5 Table: Start-up

Provide a detailed table that lists the start-up
costs, including items such as equipment,
inventory, marketing expenses, legal fees, and any
other relevant expenses. 
Include estimated costs for each item and a total
start-up cost. 



Provide a detailed description of the products
offered by the company. Include information such
as the name, features, and specifications of each
product. 
Explain how these products fulfill the needs and
desires of the target market. Highlight any unique
selling points or features that differentiate the
company's products from competitors. 
Discuss the benefits and advantages that
customers can expect from using the company's
products. 
Provide information on any warranties,
guarantees, or after-sales support offered with the
products. 
If applicable, mention any plans for future product
development or expansion of the product line. 

3.1 Products and Services

Products and Services
CHAPTER 3



Identify and describe the different segments
within the target market based on demographic,
geographic, psychographic, or behavioral
characteristics. 
Explain the rationale behind segmenting the
market and how each segment is distinct and has
specific needs or preferences. 
Provide data or research on the size, growth
potential, and purchasing power of each segment. 

4.1 Market Segmentation

Market Analysis
CHAPTER 4



Identify the internal factors that give the company a competitive
advantage. 
Highlight unique features, strong brand reputation, skilled
workforce, or any other strengths that differentiate the company
from competitors. 
Explain how these strengths contribute to the company's overall
market position and customer satisfaction. 

Identify the internal factors that may put the company at a
disadvantage compared to competitors. 
Highlight any limitations, lack of resources, outdated technology,
or other weaknesses that may impact the company's market
performance. 
Discuss strategies or plans to address and overcome these
weaknesses. 

Identify external factors in the market that the company can
leverage to its advantage. 
Highlight emerging trends, new market segments, favorable
regulatory changes, or any other opportunities that can be
capitalized on. 
Discuss how the company can take advantage of these
opportunities to drive growth and gain a competitive edge. 

Analyze external factors that may pose challenges or threats to
the company's success. 
Identify intense competition, changing consumer preferences,
economic downturns, or any other threats that may impact the
company's market position. 
Discuss strategies or plans to mitigate these threats and protect
the company's market share.  

Strengths: 

 
Weaknesses: 

 
Opportunities: 

 
Threats: 

4.2 SWOT Analysis



Provide an overview of the company's overall
strategy for achieving its goals and objectives. 
Explain the key strategies and tactics that will be
implemented to gain a competitive advantage and
capture market share. 
Discuss the timeline and milestones for
implementing these strategies. 
Highlight any unique or innovative approaches
that set the company apart from competitors. 
Outline the resources, technologies, or
partnerships that will be utilized to support the
implementation of the strategy. 

5.1 Summary

Strategy & Implementation   
Summary

CHAPTER 5



Identify and explain the unique selling points or
advantages that set the company apart from
competitors. 
Highlight any strengths, expertise, or capabilities
that give the company an edge in the market. 
Discuss how these advantages contribute to
customer satisfaction, loyalty, and market
differentiation. 
Provide evidence or examples that demonstrate
the company's competitive edge. 

5.2 Competitive Edge

5.3 Sales Strategy
Describe the overall approach and tactics that will
be used to drive sales and revenue. 
Explain the target market segments and how the
company plans to reach and engage with them. 
Discuss the pricing strategy, including any
discounts, promotions, or pricing models that will
be employed. 
Outline the distribution channels that will be
utilized to reach customers effectively. 

5.4 Sales Strategy
Present a visual representation of the projected
monthly sales performance. 
Use a chart or graph to show the expected sales
trends over a specific period. 
Highlight any seasonal variations or trends that
may impact sales on a monthly basis. 



Provide a detailed table that outlines the projected
sales figures over a specific period. 
Break down the sales forecast by product, service,
or market segment. 
Include information such as the expected quantity,
price, and revenue for each category. 

5.5 Table: Sales Forecast



Provide an overview of the management team and
their roles within the company. 
Highlight the key qualifications, experience, and
expertise of each member of the management
team. 
Explain how the management team's skills and
knowledge align with the company's goals and
objectives. 
Discuss any unique or noteworthy
accomplishments or experiences of the
management team members that contribute to
their ability to lead the company successfully. 
Emphasize the collective strength of the
management team and their ability to execute the
company's strategic plans. 

6.1 Summary

Management Summary
CHAPTER 6



Provide a projected profit and loss statement that
outlines the company's expected revenue,
expenses, and net income over a specific period. 
Break down the revenue and expenses by
category, such as sales, cost of goods sold,
operating expenses, and taxes. 
Discuss any assumptions or factors that have been
taken into account when creating the projected
profit and loss statement. 
Highlight the projected net income and profitability
of the company.

7.1 Profit and Loss

Financial Plan
CHAPTER 7



Present a projected cash flow statement that
outlines the company's expected cash inflows and
outflows over a specific period. 
Break down the cash inflows and outflows by
category, such as operating activities, investing
activities, and financing activities. 
Discuss any assumptions or factors that have been
considered when creating the projected cash flow
statement. 
Highlight the projected cash balance and the
company's ability to meet its financial obligations. 

7.2 Cash Flow

7.3 Balance Sheet

Present a balance sheet that provides a snapshot
of the company's financial position at a specific
point in time. 
Include assets, liabilities, and shareholders' equity
in the balance sheet. 
Discuss any significant changes or trends in the
company's financial position based on the balance
sheet. 
Highlight the company's liquidity, solvency, and
overall financial health. 



Include a table that outlines the projected sales
figures over a specific period. 
Break down the sales forecast by product, service,
or market segment. 
Include information such as the expected quantity,
price, and revenue for each category. 

7.4 Table: Sales Forecast

7.5 Table: Profit and Loss

Present a table that outlines the projected profit
and loss statement over a specific period. 
Break down the revenue and expenses by
category. 
Include information such as sales, cost of goods
sold, operating expenses, and net income 

7.6 Table: Cash Flow

Provide a table that outlines the projected cash
flow statement over a specific period. 
Break down the cash inflows and outflows by
category, such as operating activities, investing
activities, and financing activities. 
Include information such as cash from sales, cash
paid for expenses, cash from financing sources,
and ending cash balance.



Present a visual representation of the projected
cash flow over time. 
Use a chart or graph to show the inflows and
outflows of cash. 
Highlight any periods of positive or negative cash
flow and the overall cash balance trend.  

7.7 Chart: Cash

7.8 Table: Balance Sheet

Present a table that provides a snapshot of the
company's financial position at a specific point in
time. 
Include information such as assets, liabilities, and
shareholders' equity. 
Break down the balance sheet by category, such
as current assets, long-term assets, current
liabilities, and long-term liabilities. 



In the appendix section of a business plan, you may include
various financial tables to provide a comprehensive
overview of the company's financial performance. Here is an
expanded explanation of the appendix section with the
inclusion of the Profit and Loss, Cash Flow, and Balance
Sheet tables: 

Appendix 



The Profit and Loss table provides a breakdown of the
company's revenue, expenses, and net income on a
monthly basis. It includes detailed information about
the sources of revenue and various expense
categories such as cost of goods sold, operating
expenses, and taxes. This table helps stakeholders
understand the company's profitability over time and
identify any trends or fluctuations in revenue and
expenses. 

Table: Profit and Loss (Monthly)

Table: Cash Flow (Monthly)

The Cash Flow table outlines the inflows and outflows
of cash in the business on a monthly basis. It includes
information on cash generated from operating
activities, cash used in investing activities, and cash
from financing activities. This table helps assess the
company's ability to generate and manage cash, as
well as its cash position at any given time. It provides
insights into the company's liquidity and cash flow
management. 



The Balance Sheet table presents the company's
assets, liabilities, and shareholders' equity on a
monthly basis. It includes information about current
assets (such as cash, accounts receivable, and
inventory), fixed assets (such as property, plant, and
equipment), current liabilities (such as accounts
payable and short-term debt), long-term liabilities
(such as long-term loans), and shareholders' equity.
This table provides a snapshot of the company's
financial position and helps stakeholders understand
its overall financial health. 

Table: Balance Sheet (Monthly)



Done!
This guideline was crafted by Qabam Africa to assist its funding applicants

develop a comprehensive and investor-ready business plan. If you encounter any
issues while creating a plan tailored to your business, please contact Qabam

Africa at info@qabamafrica.org.
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