1.2.2
Business plan layout checklist

	Task
	Checked

	1. Table of contents
	

	The business plan has a clear table of contents so that readers can see at a glance what you have included in the plan. The table of contents also makes it easier for readers to find specific sections or information. 
	 FORMCHECKBOX 


	2. Executive summary
	

	The executive summary is concise and contains the pertinent information you have addressed in the body of the business plan. Include information which will strengthen your case and which you really feel the reader should know about – it will encourage them to read more.
	 FORMCHECKBOX 


	3. Accuracy of information
	

	The business plan is based on well-researched facts and all claims made in the plan are substantiated.
	 FORMCHECKBOX 


	Double-check information, figures, details, names, addresses, telephone numbers and other contact information for accuracy.
	 FORMCHECKBOX 


	4. Appearance
	

	The business plan is presented in a professional manner and the appearance of the document is neat.
	 FORMCHECKBOX 


	5. Appendices
	

	All supporting documents and additional information have been included in appendices at the end of the plan and are correctly referenced in the business plan. Appendices include the following:

	

	· Curriculum vitae of each owner/partner or key manager
	 FORMCHECKBOX 


	· Pictures of products
	 FORMCHECKBOX 


	· Professional references
	 FORMCHECKBOX 


	· Marketing studies
	 FORMCHECKBOX 


	· Relevant published information
	 FORMCHECKBOX 


	· Magazines
	 FORMCHECKBOX 


	· References to books
	 FORMCHECKBOX 


	· Patents
	 FORMCHECKBOX 


	· Significant contracts
	 FORMCHECKBOX 


	· Leases
	 FORMCHECKBOX 


	· Sales contracts
	 FORMCHECKBOX 


	· Purchase contracts
	 FORMCHECKBOX 


	· Partnership/Ownership agreements
	 FORMCHECKBOX 


	· Share-option agreements
	 FORMCHECKBOX 


	· Employment/Compensation agreements
	 FORMCHECKBOX 


	· Insurance
	 FORMCHECKBOX 


	· Franchise agreement
	 FORMCHECKBOX 


	· Copy of first page of ID document
	 FORMCHECKBOX 


	· Marriage certificate, final decree of divorce order or ante nuptial contracts
	 FORMCHECKBOX 


	· Quotations for equipment to be financed
	 FORMCHECKBOX 


	· Audited financial statements
	 FORMCHECKBOX 


	· Monthly management accounts
	 FORMCHECKBOX 


	· Offer to Purchase or Agreement of Sale
	 FORMCHECKBOX 


	· Founding statement and amendments if a close corporation
	 FORMCHECKBOX 


	· Memorandum and articles of association, shareholders agreement, company resolutions if a company
	 FORMCHECKBOX 


	· Life assurance policy or policies
	 FORMCHECKBOX 


	· Any other relevant information

	 FORMCHECKBOX 
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