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About the Book 

Whether you're launching a startup, seeking investors, or looking to expand an 
existing business, a well-designed business plan is your roadmap to success. 
"How to Write a Business Plan" is a practical, step-by-step guide designed to 
help entrepreneurs, business owners, and professionals turn ideas into 
actionable strategies. 

This book simplifies the complex process of business planning, breaking it 
down into clear, easy-to-follow sections that ensure you cover all essential 
aspects—from defining your vision and analyzing the market to crafting 
financial projections and securing funding. 
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Introduction 
  
Many people go to bed at night and wake up in the morning with a brain 
wave; a grand business idea that will save the world and earn them millions 
of dollars.  
  
Without doing any research, they jump right at it with excitement spending 
their hard-earned money but as easily as they jumped in so they jump out 
with disappointment. All these could have been avoided with a business plan. 
  
Writing a business plan is not rocket science, it is simply meticulous planning 
of your business idea, project, or solution. Several important questions will be 
answered when you prepare one. Questions like 
  
- Why do you want to start this business? 
- Is there anybody out there who will pay for the product? 
- Will you be profitable selling at the same price as your competitors? 
- Who are the people you will be working with to achieve your objectives? 
- How much do you need to start up? 
  
The list of questions tackled by a business plan is endless. Being able to 
answer these questions thoroughly shows your level of preparedness.  
  
A good business plan considers and outlines all the expected business 
challenges and tries to find solutions to them. It is the blueprint or manual for 
your business. It helps you to stay on track while you are on your way to 
fulfilling your business purpose.  
  
If you spend time planning your business you will be able to avoid several 
pitfalls and increase your chances of success.  
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Malcolm X once said, “The future belongs to those who prepare for it today”. 
Taking out time to write a business plan is the best preparation you can have 
for your business. 
  

What is a business plan? 
  
A business plan is a roadmap that describes in written detail the objectives of 
a business and how it intends to achieve them. It entails a company’s 
operational, marketing, and financial goals and strategies. 
  

Why do you need a business plan? 
  
-         So you can realize business projects that work and avoid those that are 
doomed for disaster. 
 
All too often, ideas destined for failure are set into motion, leading to wasted 
time, energy, and money. This can result in disappointment, a loss of 
self-esteem, strained friendships, and significant financial losses. 
  
Yet it would have been easier if a clear business guide was developed from 
the beginning.  
  
It is possible to know if your business idea is viable or just an expensive hobby. 
  
-         So You Can Plan Success 
  
One interesting thing about successful people is that they don’t just drift 
through life but they plan their success. A lot of people have beautiful dreams 
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and aspirations but how many can create a blueprint on how to achieve 
them and stick to them?  
 
Business is also like personal success, it can be planned. When your plan is 
not working all you need to do is to review and adjust accordingly. 
  
A business plan is not written in stone, therefore, should be reviewed 
periodically to see if it’s working and ensure the plan is being followed. 
  
-         To Attract Investors and Raise Funding 
  
This is the reason most people come up with a business plan; to convince 
investors or banks to invest in them. 
  
No serious investor will put money into your business without first seeing your 
business plan. Even if you are not asked for a written document you will be 
asked to pitch your idea. You would not be able to do this effectively if you 
haven’t given thought to key aspects of the business. 
  
A well-detailed written document will increase your chances of convincing 
investors to put their money into your hands. 
  
-         To Understand the Market 
  
The market comprises both customers and competitors. If you are going to 
build a successful business it’s important to find out what your customers 
want and how you can serve them better than your competitors are already 
doing.  
 
With a business plan, you will be able to find out your Unique Selling 
Proposition which will be discussed in the chapter on marketing. 
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-         To set milestones and make a forecast 
  
An important superpower every business owner or executive should hope for 
is the ability to predict the future accurately.  
  
A good business plan is full of numbers, data, milestones, and forecasts all 
trying to predict the future and show how the business will stay ahead of the 
game.   
  
It must be quite challenging to remember all that information without 
forgetting some of it. 
  
With a business plan, you will be able to compare data and make more sense 
of them so that potential users will appreciate your journey so far in 
comparison to where you see yourself in the future. 
  
Who Are The Users of a Business Plan? 
  
A business plan can either be used internally or externally. 
 
The company’s founder, management team, and employees make up the 
internal users while banks, investors, lenders, potential partners, suppliers, and 
customers are external users. 
  

The Basic Structure of a Business Plan 
  
-         Cover Page 
-         Table of Contents 
-         Executive Summary 
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-         Introduction (General Description or Company Overview) 
-         Business Analysis 
-         Marketing Plan 
-         Project Plan 
-         Management Team 
-         Investment Analysis 
-         Financial Plan 
-         Appendix / Notes on the business plan/ Pictures. 

The Cover Page 
The cover page is the first page that welcomes potential investors or people 
who will examine your plan. 
  
Ironically, it is traditionally the last page created when preparing a business 
plan. It should include key information like the company logo, company 
name, document title, date of completion, company address, and any other 
relevant information that gives an overview of the company or business 
project. 
  
This page should be kept simple and straight to the point. I like to begin to 
play with the company colors from here. I also like to put a background 
picture; it could be a picture of the company’s residence, product, service, or 
simply something relatable to the company.  
  
Don’t get too worked up about this page as it is just a cover page. Too many 
activities or content might just put off potential investors. Just use it to 
introduce 
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The Table of Contents 
  
The table of contents outlines all titles and subtitles in the plan as the name 
implies.  
  
This is one of the trickiest aspects for a lot of novice business plan writers as 
they are not sure what titles a standard business plan should contain.  
  
A good place to start if you hope to write a comprehensive business plan is to 
use the template offered above in the basic structure of a business plan. 
  
Keep the content simple and well-numbered in chronological order. 
  

The Executive Summary 
This is a very important aspect of your business plan. Just like the cover page, 
it is usually completed after all other aspects of the plan are ready.  
  
The Executive Summary is an overview of the business plan. It takes the 
reader through your journey so far and your plans for the future. 
  
A standard business plan should contain anywhere between 5 to 30 pages. 
Potential investors or banks may not want to waste their time reading through 
a bulky document only to discover the project isn’t viable. Reading through a 
one-page executive summary will tell the reader if the project makes sense. 
  
People who evaluate business plans have prepared many themselves and 
may have reviewed hundreds of plans so they know precisely what a good 
summary should contain and which factors determine the success or failure 
of a business. These are usually simple business-related issues like your 
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understanding of the target market, your business strategy, or your financial 
model. 
  
Given that this is your opportunity to make a first impression. I recommend 
you grab it with both hands. It should be simple, captivating, and concise but 
detailed. Ensure your data is accurate and there are no spelling or 
grammatical errors.  
  
Some of the information you should consider putting into your summary is 
  
- Company Name 
- Product and services 
- The problem 
- The solution 
- Unique selling proposition 
- The market 
- Relevant data and financial details 
- Your business proposal 
  
As a rule of thumb, it should be 1 or 2 pages long.  

www.outboxng.com.ng         12 



Outbox Business Consulting       How to Write a Business Plan 

Executive Summary (Example) 
 
Dream Puff is a renowned bakery located in the busy retail strip center of 
Abuja, Nigeria. Owned by Rita and Mary Ejiofor, a mother-daughter duo with 
over 28 years of collective experience, the company specializes in baking a 
variety of pastries, including bread, donuts, cakes, cupcakes, cookies, small 
chops, samosas, and spring rolls. With a focus on exceptional customer 
service and attention to detail, Dream Puff has established itself as a 
recognized brand for quality and creativity in Northern Nigeria. 
 
Founded in 2010 as a small-scale catering provider, Dream Puff has grown 
steadily over the years and currently has over 22 staff centrally working in its 
bakery. The company is registered with the Corporate Affairs Commission as 
a Limited Liability Company with equal shares held by Rita and Mary Ejiofor. 
 
As demand for fast foods continues to increase, Dream Puff has expanded its 
market share and revenue, with over 5000 unique customers and orders 
shipped to various cities in Nigeria. In 2019, the company achieved its record 
sales revenue of 55 Million Nai, with 58% of the revenue as profit. Financial 
growth has been positive and steady over the years, and the company has 
been profitable since its 3rd year. 
 
As part of its social responsibility, Dream Puff donates 10 to 15 percent of its 
annual revenue to various charitable causes that support women's 
empowerment and skill acquisition. 
 
Currently, the company is embarking on a capacity-building project to 
upgrade its production equipment, which will require a capital expenditure of 
40 million Naira. Dream Puff is open to equity financing to support this 
expansion exercise. 
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Introduction Page 
The introduction page describes the company, its legal form, what they do, 
and its vision, mission, ethos, values, and objectives. It should also reflect your 
story; why the business was started and what it intends to achieve clearly. 
  
When an investor reads the introductory page he/she should have a clear 
understanding of what the company is about. 
This page can have subtitles using some of the elements started earlier i.e. 
  
(i) Company description 
(ii) Vision statement 
(iii) Mission statement 
(iv) Core values or ethos 
(v) Goals and objectives 
(vi) Company ownership & legal form 
(vii) Critical Success Factors (CSF) 
(viii) Company history and current status  
(ix) Product and services 
(x) Problem  
(xi) Solution 
  

Company Description  
A company description is a section of a business plan that provides an 
overview of the key aspects of a company, including its history, mission 
statement, products or services offered, target market, management team, 
and any competitive advantages the company may have. 
 
The purpose of the company description is to give readers a clear 
understanding of what the company does, why it exists, and how it plans to 
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achieve its goals. This section should be concise and informative, and it 
should highlight the unique aspects of the company that set it apart from its 
competitors. 

Vision 
Typically, a vision statement is a motivational declaration that articulates an 
organization's desired future state, specifically outlining where it aims to be in 
the coming years. It involves expressing, in straightforward, clear, and concise 
terms, the mental image of the accomplishments you envision your company 
achieving. When drafting your business's vision, there are fundamental points 
to consider. 
 

- It should be unique to you. Avoid copying another company’s vision 
statement. 

- It should be structured in such a way that all stakeholders of the 
company can understand and work towards achieving. These 
stakeholders include employees, customers, suppliers, creditors, etc. 

- Keep it simple and concise; one or two sentences should be enough. 
- If possible it should reflect the geography of the scope of the market 

you hope to serve e.g To be Nigeria’s …, to be the world's…, for businesses 
in Sub-Saharan Africa, etc. 

- Make it memorable. 
 

Let’s examine the vision statement of Apple Inc. 
Apple's vision statement is: “To make the best products on earth and to leave 
the world better than we found it”. 
Now let’s compare Apple’s vision with the bullet points I mentioned should be 
considered when writing a vision statement. 

● It is unique to Apple and they have kept it as original as possible. 
● It is very relatable, anyone of value to the organization can connect to it  
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● It is very clear, simple, and concise. The vision statement has been 
summarized in a statement. 

● Their target market is the world, indicating their geographical coverage. 
● It is easy to remember. 

 

Mission 
A mission statement on the other hand states the reason for the company’s 
existence. It should answer some critical questions including 

(i) What do you do? 

(ii) Who do you do it for? 

(iii) How do you do it? 
While the vision looks at the future, the mission looks at the present. 
 
Let’s examine Apple’s Mission Statement 
“To bring the best user experience to our customers through innovative 
computer hardware, computer software, and services.” 
Now this brings clarity to how Apple intends to fulfill its vision. It answers the 
critical questions I listed above 
 
What you do - Innovative computer products and services + amazing user 
experience 
Who you do it for - To Apple’s target market (Our customers) 
How you do it - Innovation, service delivery & customer experience  
 

Core Values 
The core values are the guiding principles, beliefs, or philosophy that dictates 
the behavior of the company. They reflect the company’s culture and ethos. 
They address areas like who we are and what we stand for. 
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The core values support the organizational vision, they are timeless and do not 
change. Examples of core values are Integrity, Ethics, Respect, Commitment, 
and, Quality.  

Goals and Objectives 
 
Goals and objectives are an important part of writing a business plan as they 
help to define the purpose and direction of the business. Goals are broader, 
long-term aspirations that a business wants to achieve, while objectives are 
specific, measurable targets that a business sets to achieve its goals. 
The goals of a business plan could include things like 

● To establish a new business or expand an existing one 
● To introduce a new product or service 
● To increase market share or profitability 
● To establish a brand or market presence 
● To enter a new market or expand geographically 

 
Objectives are the specific steps that a business will take to achieve its goals. 
These could include things like 

● To achieve a specific sales target within a certain time frame 
● To increase the number of customers by a certain percentage 
● To launch a new product or service within a certain time frame 
● To increase profitability by a certain amount 
● To establish a strong online presence through social media and digital 

marketing efforts 
By setting specific goals and objectives, a business can create a roadmap for 
success and ensure that everyone within the organization is working towards 
the same objectives. This can also help to measure progress and make 
adjustments to strategies if necessary. 
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Company Ownership and Legal Form 
In writing a business plan, the section for company ownership refers to the 
legal structure of a business and the ownership of its assets. It describes who 
owns the business, how ownership is divided, and how ownership will change 
over time. 
 
The ownership structure of a company can take many forms, including sole 
proprietorship, partnership, limited liability company (LLC), and corporation. In 
a sole proprietorship, one individual owns and manages the business. In a 
partnership, two or more individuals own and manage the business together. 
In an LLC, the owners (referred to as members) have limited liability and the 
business is treated as a separate legal entity. In a corporation, the owners 
(referred to as shareholders) have limited liability and the business is treated 
as a separate legal entity. 
 
In a business plan, it's important to clearly outline the ownership structure of 
the company and how ownership will be divided among the owners. This 
information helps investors and stakeholders understand who has control 
over the business, how decisions will be made, and how profits will be 
distributed. It's also important to address any potential changes in ownership, 
such as the addition or departure of owners or the sale of the business. 
Investors will be interested in your business's legal form because it 
determines the cost, tax, legal, regulatory, and financial risk implications. 
 

Critical Success Factors (CSF) 
Critical success factors (CSFs) are the key variables that determine the 
success of a business plan. They are the crucial areas that must be 
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addressed for a company to achieve its objectives and goals. Here are some 
examples of CSFs that should be considered when creating a business plan: 

1. Market demand: The company must have a clear understanding of its 
target market and the demand for its products or services. This requires 
market research to determine what the target audience needs and 
wants, as well as the competitive landscape. 

2. Financial stability: The company must have a solid financial plan in 
place, including a realistic budget, revenue projections, and an 
understanding of cash flow. This helps to ensure that the company has 
the financial resources necessary to sustain operations and grow over 
time. 

3. Skilled workforce: A business plan should outline the type of talent and 
skill sets that are required to achieve its objectives. Recruiting and 
retaining the right people is critical to achieving success. 

4. Effective marketing: A well-defined marketing strategy is essential to 
generate leads and build brand awareness. The company must be able 
to communicate the unique value proposition of its products or services 
to potential customers. 

5. Scalability: The business plan should include a roadmap for growth and 
expansion. This means having a plan for increasing production, 
expanding into new markets, and adding new products or services to 
the company's offerings. 

6. Strong leadership: The company must have a clear vision and mission, 
and a leadership team that is capable of executing the business plan. 
This requires strong communication skills, strategic thinking, and the 
ability to motivate and inspire the team. 

7. Effective operations: The company must have efficient and effective 
operational processes in place, including supply chain management, 
production, and customer service. This helps to ensure that the 
company is able to deliver its products or services on time and to a 
high standard of quality. 
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Overall, a successful business plan requires a clear understanding of the 
company's strengths, weaknesses, opportunities, and threats, as well as a 
roadmap for achieving its goals. By focusing on these critical success factors, 
a company can increase its chances of success and achieve long-term 
growth and profitability. 
 

Company History and Current Status  
The company history section of a business plan give an overview of the 
company's background, including its founding, growth, major milestones, and 
any significant changes in ownership or structure.  
 
The current status section provides an update on the company's operations, 
including its products/services, target market, competitive landscape, 
financial performance, growth prospects, challenges, and strategies. Overall, 
these sections help investors and stakeholders understand the company's 
past, current position, and future plans, allowing them to evaluate its potential 
for growth.  
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Company Overview (Example) 
Dream Puff is a renowned bakery located in Abuja, Nigeria. The bakery 
specializes in baking a wide range of pastries, including bread, donuts, cakes, 
cupcakes, cookies, small chops, samosas, and spring rolls. Dream Puff is 
owned by Rita and Mary Ejiofor, a mother-daughter duo with over 28 years of 
collective experience in the baking industry. The company has earned a 
reputation for providing exceptional customer service and attention to detail, 
making it a recognized brand for quality and creativity in Northern Nigeria. 

Vision (Example) 
At Dream Puff, our vision is to become the premier bakery in Nigeria, known for 
our exceptional customer service, attention to detail, and commitment to 
quality. We aim to exceed our customers' expectations by offering an 
extensive range of delicious, freshly baked pastries that delight their taste 
buds and bring a smile to their faces. 

Mission (Example) 
Our mission at Dream Puff is to provide our customers with the highest quality 
pastries, baked with fresh, natural ingredients and prepared with the utmost 
care and attention to detail. We are committed to providing exceptional 
customer service and creating a warm, welcoming environment that makes 
our customers feel valued and appreciated. We strive to build long-lasting 
relationships with our customers, based on trust, respect, and a shared love of 
delicious baked goods. 

Core Values (Example) 
At Dream Puff, our core values are at the heart of everything we do. These 
values guide our decisions, actions, and interactions with customers, 
suppliers, and employees. Our core values include 
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1. Quality - We are committed to using only the finest, freshest ingredients 
and baking our pastries with care and attention to detail to ensure the 
highest quality and consistency. 

2. Creativity - We are passionate about exploring new flavors, textures, 
and techniques to create unique and delicious pastries that delight our 
customers' taste buds. 

3. Customer Service - We believe in treating our customers with the 
utmost respect, courtesy, and professionalism, and providing them with 
a warm, welcoming environment that makes them feel valued and 
appreciated. 

4. Teamwork - We believe that our success is a result of the collective 
efforts of our team, and we foster a culture of collaboration, mutual 
respect, and support. 

5. Integrity - We conduct our business with the highest level of honesty, 
transparency, and ethical standards, and we strive to build trust and 
credibility with our customers, suppliers, and employees. 
 

Goals and Objectives (Example) 
Here are some goals and objectives for Dream Puff Bakery: 

1. Increase sales revenue by 10% in the next year through strategic 
marketing efforts and new product offerings. 

2. Expand the bakery's reach beyond Abuja to other major cities in Nigeria 
within the next three years by opening new locations or establishing 
partnerships with local retailers. 

3. Increase customer loyalty and repeat business by implementing a 
customer rewards program and improving customer service. 

4. Develop a stronger online presence through social media and a new 
website, including an e-commerce platform for online ordering and 
delivery. 
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5. Improve operational efficiency by implementing new technology and 
streamlining production processes, leading to a reduction in costs and 
an increase in profit margins. 

6. Enhance the company's reputation for creativity and quality by 
participating in industry events and competitions, and winning awards 
for excellence in baking. 

7. Foster a positive and supportive work environment for employees by 
providing training and development opportunities, and offering 
competitive salaries and benefits. 
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Product and Services 
Products and services refer to the goods and/or services that the company 
will offer to its customers or clients. These can be tangible goods, such as 
physical products that customers can touch, see, or use, or they can be 
intangible services, such as consulting, training, or other professional services. 
 
The products and services section of a business plan typically includes a 
detailed description of the company's offerings, along with information on the 
benefits they provide to customers, how they are produced or delivered, and 
how they differ from similar offerings in the market. This section may also 
include information on the company's pricing strategy, target market, and 
distribution channels, as well as any patents, trademarks, or other intellectual 
property associated with the products or services. 
 
The product and services section is an essential part of a business plan, as it 
helps to define the company's value proposition and competitive advantage. 
It also provides a roadmap for the company's operations and marketing 
efforts and can help investors and other stakeholders understand the 
company's potential for growth and profitability. 
  

Product and Service Description 
Dream Puff is a renowned bakery that specializes in baking a wide variety of 
pastries, including: 

1. Bread: Our bread is freshly baked using only the finest ingredients to 
provide a delicious, nutritious, and healthy option for our customers. 

2. Donuts: Our donuts come in a variety of flavors, including chocolate, 
vanilla, strawberry, and more. They are soft, fluffy, and incredibly 
delicious. 
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3. Cakes: Our cakes are the perfect centerpiece for any occasion, from 
birthdays to weddings. We offer a wide range of flavors, including 
chocolate, vanilla, red velvet, and more, and can customize them to suit 
our customers' preferences. 

4. Cupcakes: Our cupcakes are perfect for those who want a smaller 
serving of cake. They come in various flavors and can be customized 
with different frostings and toppings. 

5. Cookies: Our cookies are freshly baked, soft, and chewy. We offer a 
variety of flavors, including chocolate chip, oatmeal, and sugar cookies. 

6. Small chops: Our small chops are perfect for snacking or as appetizers. 
We offer a wide range of options, including meat pies, sausage rolls, 
chicken samosas, and more. 

7. Samosas: Our samosas are a popular snack in Nigeria an and come in 
a variety of flavors, including chicken, beef, and vegetable. 

8. Spring rolls: Our spring rolls are crispy and delicious and come in 
various fillings such as chicken, beef, and vegetable. 

All our pastries are baked fresh daily using only the finest and freshest 
ingredients, ensuring the highest quality and taste. We also offer customized 
cakes for special occasions and events, catering services for corporate and 
social events, and gift boxes of our delicious pastries for special occasions. 
Our team of skilled bakers and decorators ensures that every product we 
make is of the highest quality and meets our strict standards for taste and 
presentation. We are committed to providing exceptional customer service, 
and we work closely with our customers to ensure that their orders are 
tailored to their specific needs and preferences. 
At Dream Puff, we take pride in our reputation for quality, creativity, and 
exceptional customer service, and we look forward to serving our customers 
for many years to come. 
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Unique Selling Feature 
The Unique Selling Point is an interception between what your customers want 
and what you do well.  
The Unique Selling Point (USP) is the characteristic that sets a product or 
service apart from its competitors in the market. It is the aspect of the product 
or service that makes it stand out, and that attracts customers to choose it 
over the competition. In a business plan, the USP is an important element as it 
highlights the competitive advantage of the product or service, and explains 
why customers would choose it over alternatives. 
 
To create a strong USP, businesses need to conduct market research to 
identify the needs and preferences of their target audience, and then develop 
a product or service that addresses those needs in a unique way. The USP 
could be based on the product features, quality, price, customer service, or 
any other factor that differentiates it from the competition. 
 
The USP should be clearly stated in the business plan to convey the value 
proposition to potential investors, partners, or customers. It should be easy to 
understand, memorable, and persuasive, and should be backed up by 
evidence, such as customer testimonials, market research data, or sales 
figures. A strong USP can help a business to gain a competitive edge and 
increase its chances of success in the market. 
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The problem 
It's important to create a product that solves a problem. Most viable ideas are 
problem-centric (approaching a situation by thinking critically about how to 
solve it).  
 
The problem that a business plan aims to address is typically some kind of 
gap or need in the market that the company aims to fill. This could be a lack 
of certain products or services, an inefficient or outdated business model, or a 
need for innovation in a particular industry. 
  
Talk about the problem you are trying to solve, who it affects, and how it 
affects them. A good place to start is the SDG goals. All the world's problems 
are summarized in the goals and a lot of investors specifically invest only in 
projects tackling at least one goal. 
  

The Solution 
You should also detail concisely how you intend to solve the problem. This 
could be through your product, marketing, pricing, or other means.  
  
Be innovative and original. You don't necessarily have to do something 
nobody has ever done before to be innovative. You can transfer technology 
from other fields or simply meet a need in a more efficient way. 
 
The solutions presented in a business plan are the strategies and tactics that 
the company intends to use to address the identified problem or need. These 
solutions should be based on a thorough analysis of the market, the 
competition, and the company's strengths and weaknesses. They should also 
be realistic and feasible, taking into account factors such as budget, 
resources, and time constraints. 
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Some possible solutions that can be proposed in a business plan are: 

● Developing new products or services to address unfulfilled market 
needs. 

● Improving existing products or services to enhance competitiveness. 
● Adopting new technologies or processes to increase efficiency and cut 

costs. 
● Expanding into new markets or territories to boost revenue. 
● Partnering with other businesses to leverage their strengths and 

capabilities. 
● Investing in marketing and advertising to improve brand awareness 

and attract customers. 
The recommended solutions should be customized to fit the company's 
particular needs and objectives and should be aimed at positioning the 
company for sustained success and growth. 
 

The Problem & Solution (Example) 
Dream Puff is trying to solve the  problem of a lack of high-quality and 
creative pastry options in the local market. With the growing demand for 
baked goods and pastries in the busy retail center, there is a gap for a bakery 
that specializes in delivering exceptional customer service and attention to 
detail, combined with a diverse and unique selection of pastries.  
 
Dream Puff is also addressing the problem by offering an extensive range of 
pastry products, including bread, donuts, cakes, cupcakes, cookies, small 
chops, samosas, and spring rolls, which are not readily available in the area. 
Additionally, the bakery might aim to provide a memorable customer 
experience to differentiate itself from competitors and become a recognized 
brand for quality and creativity in the Northern Nigerian bakery industry. 
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Business Analysis Page 
Business analysis is an essential component of a business plan. It involves 
researching and analyzing key aspects of the business, including market 
trends, competition, and financial projections. The goal of business analysis is 
to provide a comprehensive understanding of the business environment and 
identify areas of opportunity and risk. 
 
The business environment is a complex interaction of several factors. These 
factors are both internal and external. Investors will want to see how efficiently 
you are relating with the government, consumers, suppliers, competitors, 
employees, community, industry, and media. The list goes on. 
  
Several analytical tools in business management can be used to X-ray the 
business and understand the interactions with the environment. I will highlight 
a few 
 
In a business plan, the business analysis section typically includes the 
following elements: 

1. SWOT analysis: This section outlines the business's strengths, 
weaknesses, opportunities, and threats. 

2. Market analysis: This section describes the industry in which the 
business operates, including trends, size, and growth potential. 

3. Competitor analysis: This section identifies the key competitors in the 
industry, their strengths and weaknesses, and how the business plans to 
compete. 

4. Financial Analysis: This section includes financial projections, such as 
revenue and expense forecasts, cash flow statements, and break-even 
analysis. We will treat this extensively in a later chapter. 
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By conducting a thorough business analysis, entrepreneurs can develop a 
comprehensive understanding of their business's potential and develop a 
strategy for success.  

SWOT Analysis 
  
SWOT analysis is a strategic planning tool used in a business plan to identify 
and evaluate the Strengths, Weaknesses, Opportunities, and Threats of a 
business. It involves analyzing internal and external factors that can impact 
the success or failure of a business. 
 
Strengths are the internal attributes that the business has that can give it an 
advantage over its competitors. These can include things like a strong brand 
reputation, a skilled workforce, unique products, or a prime location. 
 
Weaknesses are internal attributes that can hinder the business's growth or 
profitability. These can include things like limited resources, a lack of expertise 
in certain areas, poor infrastructure, or high operating costs. 
 
Opportunities are external factors that can help the business to grow or 
increase its market share. These can include new markets, emerging 
technologies, or changes in consumer behavior that favor the business. 
 
Threats are external factors that can negatively impact the business. These 
can include things like increased competition, changes in regulations, 
economic instability, or shifts in consumer preferences. 
  
Every company should try to build on its strengths, eliminate its weaknesses, 
seize opportunities, and prepare against threats. 
  

www.outboxng.com.ng         30 



Outbox Business Consulting       How to Write a Business Plan 

SWOT Analysis for Dream Puff Bakery (Example) 
Strengths: 

● Reputation for quality and creativity in baking 
● Experienced and skilled mother-daughter duo ownership 
● Wide range of pastry offerings to appeal to different tastes 
● Prime location in a busy retail strip center 
● Strong focus on exceptional customer service and attention to detail 

Weaknesses: 
● Dependence on a single location in Abuja 
● Limited online presence and e-commerce capabilities 
● Relatively high prices compared to some competitors 
● Potential for seasonality in demand for certain products 

Opportunities: 
● Expansion to other cities in Nigeria 
● Development of a stronger online presence and e-commerce platform 
● Introduction of new product lines or collaborations to attract new 

customers 
● Participation in industry events and competitions to enhance reputation 

and build networks 
● Potential for catering services and partnerships with local businesses 

and events 
Threats: 

● Competition from other established bakeries and cafes in Abuja and 
other cities 

● Fluctuations in raw material prices and availability 
● Economic and political instability in the region 
● Changes in consumer preferences and trends that could affect 

demand for certain products 
● Regulatory changes affecting food safety and production standards. 
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PESTLE Analysis 
  
A PESTLE analysis is a strategic tool used in a business plan to analyze and 
assess the external macro-environmental factors that may impact a 
business. PESTLE stands for Political, Economic, Social, Technological, Legal, 
and Environmental. 
 
A PESTLE analysis can help businesses identify opportunities and threats that 
exist in the external environment and can be used to guide strategic planning 
and decision-making. By analyzing each of these factors, businesses can 
develop a more comprehensive understanding of the external environment, 
and better understand the risks and opportunities that may exist in their 
industry or market. 
 
Overall, a PESTLE analysis is a useful tool for businesses to identify key trends, 
drivers, and challenges in their operating environment, and to develop 
strategies to capitalize on opportunities and mitigate risks. 
  

PESTLE Analysis (Example) 
Here is a PESTLE analysis for Dream Puff: 
 
Political: 

● Stability of the government and any changes in policies that may 
impact the business 

● Regulations and policies related to food and beverage production and 
sales 

● Tax policies and incentives for small businesses 
Economic:  

● Inflation and currency fluctuations that may impact costs and pricing 
● Consumer spending habits and disposable income 
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● Economic growth and stability of the region 
● Cost of raw materials and other inputs 

Social: 
● Demographic trends, such as population growth, age distribution, and 

income levels 
● Cultural attitudes towards food and dining out 
● Health and wellness trends that may impact demand for certain 

products 
● Shifts in consumer preferences towards locally sourced and organic 

ingredients 
Technological: 

● Advancements in baking technology that could improve efficiency and 
quality 

● Online ordering and delivery platforms that could impact the 
company's sales channels 

● Social media and digital marketing trends that could impact customer 
engagement 

Legal: 
● Food safety regulations and compliance requirements 
● Employment laws and regulations related to wages, benefits, and 

working conditions 
● Intellectual property laws related to trademarks and copyrights 

Environmental: 
● Environmental regulations related to waste disposal and packaging 

materials 
● Climate change and natural disasters that could impact the supply 

chain or production processes 
● Consumer attitudes towards sustainability and environmentally friendly 

practices 
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Competitive Analysis 
Competitive analysis is an essential component of a business plan as it helps 
entrepreneurs and business owners understand their business environment 
and competitors. The competitive analysis provides insights into the strengths 
and weaknesses of competitors, potential barriers to entry, market trends, 
and customer preferences.  
 
This information can be used to develop effective marketing strategies, 
identify opportunities and threats, and make informed decisions about 
pricing, product development, and business expansion. 
 

Competitive Analysis (Example) 
1. Competitors: Dream Puff's main competitors are other bakeries and 

pastry shops located in Abuja. Some notable competitors are: 
● La Baguette: a popular bakery chain with multiple locations in Abuja 
● Jevinik Bakery: a local bakery known for its wide variety of pastries and 

cakes 
● Cakes and Cream: a bakery and ice cream parlor chain with several 

locations in Abuja 
 

2. Product Range: Dream Puff offers a diverse range of pastries, which 
gives them a competitive advantage. They offer more than just bread, 
cakes, and cookies, but also small chops, samosas, and spring rolls. 
They also offer a high level of customization, which appeals to 
customers who want unique and personalized items. 
 

3. Quality and Creativity: Dream Puff prides itself on the quality and 
creativity of its products. They use fresh and high-quality ingredients 
and pay attention to detail in their baking process. They also offer 
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unique and creative designs for their cakes and other pastries, which 
sets them apart from their competitors. 
 

4. Location: Dream Puff is located in a busy retail strip center in Abuja, 
which gives them a strategic advantage. They are easily accessible 
and visible to potential customers, which increases their brand 
awareness and foot traffic. 
 

5. Customer Service: Dream Puff places a strong emphasis on exceptional 
customer service, which is a key differentiator. They provide a warm 
and welcoming atmosphere for their customers, and their staff is 
knowledgeable and attentive to their needs. 
 

6. Pricing: Dream Puff's pricing is competitive compared to other bakeries 
in Abuja. They offer affordable prices for their products, which makes 
them accessible to a wide range of customers. 
                                                                                                                                           

Overall, Dream Puff has established itself as a recognized brand for quality 
and creativity in Northern Nigeria. Their diverse product range, quality, 
creativity, location, customer service, and pricing are all factors that give 
them a competitive edge in the bakery industry. 
 

Industry Analysis 
  
For a business, changes in the external environment are as critical as its 
development. The industry is a large number of businesses offering similar 
products or services. 
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There was a time when selling printed recharge vouchers for GSM companies 
was booming and traders who jumped in early made millions but now that 
business is hardly profitable.  
 
Imagine someone deciding to go into the importation of rice in Nigeria. About 
8 years ago that might have been a viable business but at present, that 
industry is banned.  
  
Entrepreneurs must constantly look over their shoulders to find out what’s 
happening in the industry. It might either be positive or negative but you are 
better off being informed. 
  
Important features of an industry analysis are an overview of the industry's 
size, products or services, target customers, and market trends. It should also 
analyze customer segments, competitive landscape, market opportunities 
and threats, industry structure and dynamics, and industry regulations. This 
information can be used to develop effective marketing strategies, identify 
opportunities for growth, assess potential risks, and ensure compliance with 
relevant regulations and standards. 
 

Industry Analysis 
 
Industry Overview: 
 
Dream Puff operates in the baked goods industry, which is a highly 
competitive and fragmented industry. The baked goods industry includes 
bread, cakes, cookies, pastries, and other baked products. The industry is 
driven by consumer preferences and is highly influenced by trends and 
changing consumer preferences. The industry is growing due to the 
increasing demand for convenience foods and the expanding middle class. 
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Market Segmentation: 
 
The bakery industry is segmented based on demographics, such as age, 
gender, income, and lifestyle. Dream Puff's target customers are mainly 
individuals who are looking for quality baked goods and excellent customer 
service. The company may also target corporate clients who require baked 
goods for events and meetings. 
 
Competitive Landscape: 
 
The baked goods industry in Abuja is highly competitive, with several players 
in the market. Dream Puff's major competitors include other bakeries in the 
area, cafes, and supermarkets that sell baked goods. The company's main 
competitive advantage is its focus on exceptional customer service and 
attention to detail. Dream Puff has also established a strong brand reputation 
for quality and creativity. 
 
Market Opportunities and Threats: 
 
Opportunities for Dream Puff include expanding its product line to include 
more specialized items, such as vegan or gluten-free options, and targeting 
the growing middle class in Abuja. Threats to the industry include increasing 
competition, changing consumer preferences, and rising costs of raw 
materials. 
Industry Structure and Dynamics: 
 
The baked goods industry in Abuja is fragmented, with several small and 
large players in the market. The bargaining power of suppliers is relatively low 
due to the abundance of raw materials. The bargaining power of customers is 
moderate, as customers have many options to choose from. The threat of 

www.outboxng.com.ng         37 



Outbox Business Consulting       How to Write a Business Plan 

new entrants is high due to the low barriers to entry. Competitive rivalry in the 
industry is high due to a large number of players and similar products. 
 
Industry Regulations: 
The bakery industry in Nigeria is regulated by the National Agency for Food 
and Drug Administration and Control (NAFDAC). Dream Puff must comply with 
regulations regarding food safety, labeling, and packaging. Additionally, the 
bakery must comply with local health and safety regulations. 
 

Market Analysis 
The market analysis section of your business plan requires a description of 
the specific market in which your business will compete. It is likely that your 
market will be smaller than the entire industry, which was previously defined. 
Therefore, you will need to conduct a thorough research by talking to experts, 
potential customers, competitors, sales representatives, wholesalers, 
distributors, and retailers to better understand customer needs and 
expectations. This research is crucial in identifying a target market and the 
behaviors and habits of the people within that market. 
 
For a locally based business, it is important to evaluate the demand for your 
product/service within a specific radius that you determine is a reasonable 
distance from your business. On the other hand, if your business is 
web-based or relies on both the Internet and local traffic for revenue, you will 
need to evaluate demand on a local, national, and international basis. You 
should also look for any gaps in the market that are currently not being 
served and that your business can fill. 
 
What’s the difference between industry and market analysis? 
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Industry analysis focuses on understanding the broader economic and 
competitive factors that affect an entire industry or sector. This can include 
factors such as overall market size, market growth rates, regulatory trends, 
technological advancements, and the competitive landscape. Industry 
analysis aims to identify the key drivers of success in a given industry, as well 
as potential threats and challenges. 
 
Market analysis, on the other hand, focuses specifically on a particular market 
segment within an industry. This could be a specific geographic region, 
customer demographic, or product category. The market analysis aims to 
understand the characteristics of a particular market, such as consumer 
behavior, buying patterns, and trends, and identify opportunities to enter or 
expand within that market. 
 

Marketing Strategy 
  
How often do you see zealous entrepreneurs design products that reflect their 
personalities?  
  
There is an important question for you to ponder – 
  
The product or the market, which comes first? 
    
You must bear in mind that the business is designed to meet the needs of the 
consumers and not to tickle your fancy. You also don’t work in a business 
world of your own. There are competitors to deal with. 
  
The customers you serve and competitors you deal with make up the market. 
One of the core elements of a business plan is the marketing plan. This is very 
crucial because it determines sales. A business that doesn’t make sales is just 
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an expensive hobby doomed to die. There are basic details you should pay 
attention to. 
  
- The needs of the customers 
- A product that meets those needs 
- A well-thought-out pricing strategy  
- A strategy that makes the customers accept the product. 
  
The marketing plan should begin with setting tangible goals and objectives. 
The goals should be SMART for Specific, Measurable, Achievable, Realistic, and 
Time-bound. They can also be quantitative like – Raising sales revenue by 10% 
or qualitative like – Creating awareness about the company. 
  
Another important aspect is the marketing budget. A lot of zealous 
entrepreneurs make the mistake of assuming they can sell to everybody as 
they feel any and everyone can use their products. In the marketing world, 
this is hardly possible as they simply would lack the resources to market to 
over 4 billion people. Even the biggest companies like Coca-Cola and 
Facebook still operate on a marketing budget. 
  
Creating a budget will help you decide what sort of marketing campaigns 
you will be able to afford. 
  
Another question 
  
Should your marketing budget determine your marketing goals or should 
your marketing goals determine your marketing budget? 
  
Periodic monitoring and review of your marketing plan are important. These  
should be aided by sales figure analysis and market research tools.  
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The Target Market 
  
Earlier I had explained that for budgetary reasons you can’t market to 
everyone. Another reason is efficiency.  
  
People generally have different needs; some are very conscious of price while 
others just want quality. Some are particular about hygiene while others just 
want quantity. The list goes on and a smart entrepreneur knows he/she can’t 
meet everyone’s needs with one product therefore should have a target 
market. 
  
A target market is a group of potential customers to whom a company wants 
to sell its products and services. (Will Kenton, Investopedia 2021).  
  
It is a part of the broader market. Customers in a target market share similar 
characteristics including demographics and geography. 
  
Your ability to properly profile your target market using demographic details 
like sex, age, income level, social class, education, religion, race, tribe, 
background etcetera will increase your marketing efficiency. Other factors are 
geography, psychographics, and behavior. 
  

Market Segmentation 
  
It is possible to have the resources and time to cater to more than one target 
market. This can be done effectively by segmenting the market. 
  
Market segmentation divides potential customers into groups with each 
group sharing similar features. It targets two or more market audiences and 
creates a product, service, or offer for each one.  
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Coca-Cola Company has the regular Bigger Boy Coke giving premium 
refreshments to Soda lovers and Coke Zero Sugar for people on a diet. They 
have segmented their market using health-conscious as a parameter.  

Market Research 
  
How do you know your target market and how best to segment your market? 
It is through properly conducted market research. 
Market research is an organized effort to gather information about your 
potential customers and competitors. Relying on your gut feelings alone 
might just be another recipe for disaster. 
  
Wouldn’t it be scary if you have just spent hundreds of thousands on a new 
product and it doesn’t attract interest? The price is not right, the product isn’t 
meeting customer needs, it’s not well packaged, and people who need the 
product are not aware of it. These are some of the problems that thorough 
marketing research will help to resolve. 
  
When conducting market research you have several tools to choose from. 
You can conduct interviews, surveys, experiments, or use questionnaires. The 
key criteria are validity, reliability, and objectivity. 
  

Validity 

  
A test is valid when it measures what it is intended to measure. To meet this 
criterion, you have to phrase your question precisely. For example,  
  
Do you like to watch movies? 
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A yes answer to that question does not mean you like to watch movies in the 
cinema. 
  
Reliability  
  
This means there is a high chance the research results are per reality and you 
will obtain close to the same result by using the same method under the 
same circumstances. 
 A sample size that is too small can affect the reliability of your research. The 
selected sample should also be a quality representative of your target 
market. There is no point in interviewing teenagers for a product designed for 
the elderly. 
  
Objectivity 
  
This means researchers shouldn’t allow their individual biases to affect the 
outcome of the research. As much as possible their personal opinions, 
interests, likings, beliefs, and values should not be allowed to interfere with the 
result. 
  
This is easier said than done. A lot of zealous entrepreneurs already have a 
mental picture of what they want and are always likely to interpret the results 
to correspond with their opinions. 
  
If you want objective research I recommend you allow external experts with 
no interest in the result to research for you. 
  
Comprehensive market research entails 
  
- Defining the problem 
- Selecting the research method 

www.outboxng.com.ng         43 



Outbox Business Consulting       How to Write a Business Plan 

- Carrying out the research 
- Evaluation of results 
- Interpretation. 
  
Literature review and searching for information over the internet are examples 
of secondary research. This is using information that already exists. 
Administering questionnaires, one on one interviews, and carrying out surveys 
are examples of primary research. This is collecting information for the 
specific purpose at hand. 
  
As a professional business plan writer after I have developed a firm 
understanding of a business, the first thing I do is conduct market research. 
The result I obtain forms the basis of the business plan. 
  

Marketing Tools 
  
Marketing tools are resources a company uses to develop and promote its 
products and services.  
  
There are several promotional tools business owners can choose from. These 
tools can be used for data collection, creating awareness, or boosting sales.   
  
Marketing tools include social media, market research, advertisement, direct 
mailing, etc. 
  
Companies usually combine more than one of these tools to produce optimal 
results. 
  
Examples of some marketing tools are 
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- Social Media and Internet Marketing 
- Direct Mail 
- Telephone Marketing 
- Sponsoring 
- Public relations 
- Sales promotions 
- Automation  
  

Marketing Strategy 
  
A comprehensive marketing strategy outlines a company's approach to 
converting potential customers into buyers of their products or services by 
defining its overall game plan.  
 
It includes essential elements such as the company's value proposition, 
crucial brand messaging, and data related to the demographics of the target 
audience. Additionally, it covers the fundamental principles of marketing, 
known as the "four Ps" - product, price, place, and promotion. 
 
- Product 
- Pricing  
- Place 
- Promotions 
 

Target Market (Example) 
 
Dream Puff's target market can be defined as follows: 
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1. Individuals with a sweet tooth: This includes people who enjoy baked 
goods such as cakes, cupcakes, cookies, and donuts. Dream Puff's 
variety of sweet pastries is sure to attract this group of individuals. 

2. Event planners and caterers: Dream Puff's bakery can also target event 
planners and caterers who need baked goods for their events, such as 
weddings, parties, and corporate events. 

3. Health-conscious individuals: With the rise of health consciousness, 
there is a growing demand for healthier baked goods. Dream Puff can 
cater to this market by offering gluten-free, sugar-free, and low-carb 
options. 

4. Office workers and students: Abuja is a bustling city with many offices 
and educational institutions. Dream Puff can target this group by 
offering breakfast pastries and snacks, such as small chops, samosas, 
and spring rolls, that are easy to grab on the go. 

5. Tourists and visitors: Abuja is a popular tourist destination in Nigeria. 
Dream Puff can target this group by offering traditional Nigerian 
pastries, such as puff-puff and buns, which are popular among locals 
and visitors alike. 

By targeting these groups, Dream Puff can attract a diverse customer base 
and increase its revenue potential. 
 

Market Segmentation (Example) 
 
Market segmentation for Dream Puff could be based on the following: 

1. Demographics: Age, gender, income, occupation, education level, and 
marital status of potential customers. 

2. Psychographics: Lifestyle, personality, values, and attitudes of potential 
customers towards food, health, and indulgence. 

3. Geographic: Customers located within a specific radius or area, such as 
the local community, nearby businesses, or residential neighborhoods. 
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4. Occasion-based: Customers looking for specific pastries for events 
such as weddings, birthdays, or corporate events. 

5. Behavioral: Customers who purchase pastries based on specific 
behaviors, such as indulgence, convenience, or dietary restrictions. 

By segmenting the market based on these factors, Dream Puff can develop 
targeted marketing strategies and tailor its product offerings to meet the 
unique needs and preferences of each segment. 
 

Market Research (Example) 
 
Objective: 
The primary objective of the market research for Dream Puff Bakery is to 
understand customer behavior and preferences in Abuja, Nigeria. This 
information will help the bakery to make data-driven decisions to improve its 
existing product offerings and customer experience, as well as explore 
opportunities for growth. 
 
Methodology: 
The market research for Dream Puff Bakery will be conducted using a 
combination of quantitative and qualitative research methods. The research 
will be carried out in two phases: 
Phase 1: Survey 
A survey will be designed to gather information about customer 
demographics, purchasing behavior, and preferences. The survey will be 
administered to customers who have visited the bakery in the past month. 
The survey will be conducted both online and in person. 
 
Phase 2: Focus Groups 
A series of focus group discussions will be conducted with customers to gain 
deeper insights into their preferences, needs, and expectations. The focus 
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groups will be conducted in person, and participants will be recruited based 
on their responses to the survey. 
 
Data Analysis: 
The data collected from the survey and focus groups will be analyzed using 
statistical tools and qualitative analysis techniques. The findings will be used 
to identify key trends and patterns in customer behavior, preferences, and 
needs. 
 
Deliverables: 
The market research for Dream Puff bakery will result in a comprehensive 
report detailing the findings from the survey and focus groups. The report will 
include recommendations for the bakery based on the insights gained from 
the research. The report will be presented to the owners of Dream Puff Bakery, 
and a copy will be made available to all stakeholders. 
 
Timeline: 
The market research for Dream Puff Bakery is expected to take six weeks to 
complete. This includes two weeks for survey design, two weeks for data 
collection, and two weeks for data analysis and report writing. 
 

Results of the Market Research for Dream Puff Bakery 
(Example) 
Demographics: 
The survey results revealed that the majority of the bakery's customers were 
female (60%), aged between 18-35 years (70%), and lived within a 5 km radius 
of the bakery (80%). Most of the customers were working professionals (65%) 
and visited the bakery on weekends (70%). 
 
Product Preferences: 
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The survey results showed that the most popular products at Dream Puff 
Bakery were cakes (40%), cupcakes (30%), and bread (20%). The customers 
also expressed interest in more variety in small chops (15%), cookies (10%), 
and samosas (5%). The customers appreciated the quality and creativity of 
the bakery's products but felt that the prices could be more competitive. 
 
 
 
Customer Service: 
The survey results revealed that the customers highly valued the exceptional 
customer service provided by Dream Puff Bakery. The majority of the 
customers rated the customer service as excellent (80%), and they felt that 
the bakery's staff was friendly and knowledgeable. However, some customers 
suggested that the bakery could improve the speed of service during peak 
hours. 
 
Atmosphere and Ambiance: 
The focus group discussions revealed that the customers enjoyed the cozy 
and welcoming atmosphere of Dream Puff Bakery. They appreciated the 
comfortable seating arrangements and the bakery's attention to cleanliness 
and hygiene. However, some customers suggested that the bakery could 
improve the lighting and music to create a more relaxing ambiance. 
 
Recommendations: 
Based on the market research findings, here are some recommendations for 
Dream Puff Bakery: 

● Introduce more variety in small chops, cookies, and samosas to meet 
customer demand. 

● Review the pricing strategy to ensure it is competitive in the market. 
● Increase staff during peak hours to improve the speed of service. 
● Enhance the lighting and music to create a more relaxing ambiance. 
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● Develop loyalty programs to incentivize repeat business. 
● Offer catering services to increase revenue and attract corporate 

clients. 
 

Marketing Tools (Example) 
There are several marketing tools that Dream Puff Bakery can use to promote 
its products and services, including: 

1. Social Media Marketing: The bakery can use social media platforms like 
Facebook, Instagram, Twitter, and LinkedIn to showcase its products, 
interact with customers, and drive engagement. Social media can be 
an effective tool to create a loyal following, promote new products, and 
run promotional campaigns. 

2. Email Marketing: Dream Puff Bakery can use email marketing to stay in 
touch with its customers, share new product launches, and promote 
special deals and promotions. Email newsletters can be personalized 
and targeted to different customer segments, based on their 
preferences and purchase history. 

3. Influencer Marketing: Collaborating with social media influencers, food 
bloggers, and local celebrities can be an effective way to reach a wider 
audience and build brand awareness. Influencer marketing can be 
used to showcase Dream Puff's products, highlight the bakery's unique 
selling points, and drive traffic to the bakery's physical and online stores. 

4. Outdoor Advertising: The bakery can use billboards, signage, and other 
forms of outdoor advertising to promote its brand and products. 
Outdoor advertising can be especially effective in high-traffic areas, 
such as busy roads and shopping centers. 

5. Event Marketing: Dream Puff Bakery can participate in local food 
festivals, charity events, and other community events to showcase its 
products and build brand awareness. Event marketing can be used to 
offer product samples, engage with customers, and generate leads. 

www.outboxng.com.ng         50 



Outbox Business Consulting       How to Write a Business Plan 

6. Website Optimization: Dream Puff Bakery can optimize its website for 
search engines to improve its online visibility and attract more traffic. 
The website can be optimized with relevant keywords, high-quality 
content, and user-friendly navigation to improve the user experience. 
 

By using a combination of these marketing tools, Dream Puff Bakery can 
effectively promote its brand and products, attract new customers, and 
increase its revenue. 
 

Marketing Plan (Example) 
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Project Plan 
Investors will be interested in knowing your operational plan. They would want 
to know what you intend to achieve, how you will achieve it, who will help you 
achieve it, and the timeframe needed.  
 
The answers to the questions of what, how, who, and when make up the 
project plan. 
 
A project plan defines your approach and the process your team will use to 
manage the project according to scope. A project plan communicates vital 
information to all project stakeholders. If you approach it as something more 
than a dry document and communicate that aspect of it differently to 
everyone involved, it can and will be seen as integral to your project’s 
success: 

● What are the significant outcomes? 
● How will you achieve those outcomes? 
● Who are your team members and what will be their contributions? 
● How will milestones be met and evaluated? 

You should also state obstacles or challenges you and your team may face in 
meeting set targets. 
 Just like the marketing plan, you should also have your project goals and 
objectives. 

Project Goal and Objectives 
The project goal is what you desire to achieve. It is the ultimate vision you had 
in mind when you started the business. Objectives on the other hand are 
landmarks that lead to achieving your goals. 
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Project Overview 
The project overview is a summary of the project, It entails what, how, who 
and when the project will be carried out. The overview is the blueprint for the 
project. It should be simple and concise.  
In the overview, you can explain your operational, technological, human 
resources, and marketing needs.   

Milestones 

Milestones in project management are an effective tool used to evaluate and 
monitor progress. Without milestones, it would be difficult to track progress, 
making the business owner less accountable.  
 
Investors are always interested in milestones because it tells them the 
entrepreneur's grasp of what it takes to meet up the business goals and 
objectives. 
 
Milestones should be set thoughtfully and through research. If possible, 
discuss with your team to map out in detail what you need to meet your 
business goals and objectives. 
 
You can also indicate your current milestones and next milestone. State what 
you have achieved so far and the ones you hope to do soon. 
 
Examples of milestones are product launch, licensing, and registration, 
increase in revenue, cutting of cost, and employee turnover. 
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Timelines 

Project timelines indicate the project start and completion date. This is 
another project management tool that goes hand in hand with the project 
milestones. 
 
Several project management tools can be used to effectively and concisely 
summarize your project plan. I always recommend the Gantt Chart because 
they help in planning and scheduling projects in such a way that you can 
easily keep track of progress. 

Project Objectives (Example) 
 
The primary objectives of the Dream Puff bakery expansion project are as 
follows: 
 

1. Purchase new equipment to increase the bakery's production capacity. 
2. Increase the number of staff to improve the bakery's service delivery. 
3. Develop and implement a comprehensive marketing campaign to 

increase brand awareness and attract new customers. 
4. Maintain the bakery's reputation for quality and creativity in the baking 

industry. 

Project Scope (Example) 
The Dream Puff bakery expansion project will involve the following activities: 

1. Purchasing new equipment: The bakery will purchase new equipment, 
including ovens, mixers, and other baking equipment to increase 
production capacity. 
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2. Hiring new staff: The bakery will hire additional staff, including bakers, 
salespeople, and customer service representatives, to improve the 
bakery's service delivery. 
 

3. Developing a comprehensive marketing campaign: Dream Puff will 
develop a marketing campaign that will include advertising on radio, 
television, and social media platforms, as well as creating brochures, 
flyers, and other promotional materials. 
 

4. Maintaining quality and creativity: The bakery will maintain its 
reputation for quality and creativity by continuing to offer a wide variety 
of pastries, introducing new pastries and flavors, and training staff to 
provide exceptional customer service. 
 

Project Deliverables (Example) 
The Dream Puff bakery expansion project will deliver the following: 
 

1. New baking equipment that will increase production capacity and 
improve efficiency. 
 

2. Additional staff that will improve the bakery's service delivery. 
 

3. A comprehensive marketing campaign that will increase brand 
awareness and attract new customers. 
 

4. Maintained a reputation for quality and creativity in the baking industry. 

Project Timeline (Example) 
The Dream Puff bakery expansion project is expected to take six months, with 
the following timeline: 
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1. Month 1: Purchasing of new equipment 
 

2. Month 2-3: Hiring and training of new staff 
 

3. Month 4-5: Development and implementation of a comprehensive 
marketing campaign 
 

4. Month 6: Monitoring and evaluation of the project's impact on the 
bakery's performance. 

 
Conclusion 
The Dream Puff bakery expansion project will enable the bakery to increase its 
production capacity, improve its service delivery, and increase brand 
awareness, thus positioning it for growth and profitability. The project will be 
monitored and evaluated to determine its impact on the bakery's 
performance and to make necessary adjustments where necessary. 
 

Simple Project Gantt Chart
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Management Team 

The management team is the people who plan and implement strategies for 
an organization. Investors are always interested in who is behind the 
leadership of a company, they want to know their past experiences, passion,  
strengths, and successes.  
 
No matter how good your idea is, a company is only as good as the people 
leading it. If you have succeeded at building and scaling a company 
previously chances are you will be able to replicate it. Even if your team does 
not have top-level experience, share what strengths, skills, or passion they 
bring to the table. 
 
Consider this section to be like writing your CV. Ensure you present the skills, 
talents, certification, experience, and ethos of your core team members 
articulately. 
 
State their current roles in your organization. You could also refer the investor 
to their LinkedIn bio or attach full CVs in the appendix. 
 

Management Team (Example) 
 

1. CEO: Rita Ejiofor 
 

● Responsible for the overall management and strategic direction 
of the bakery. 
 

2. COO: John Okoro 
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● Responsible for overseeing the day-to-day operations of the 
bakery, including purchasing, inventory management, and 
production. 
 

3. CFO: Ada Nwosu 
 

● Responsible for financial management, including budgeting, 
accounting, and financial reporting. 
 

4. HR Manager: Mary Ejiofor 
 

● Responsible for managing the bakery's human resources, 
including recruitment, training, and performance management. 
 

5. Marketing Manager: Sarah Ibrahim 
 

● Responsible for developing and implementing marketing 
strategies to promote the bakery's products and services. 
 

6. Production Manager: Ahmed Musa 
● Responsible for managing the production process, ensuring 

product quality and efficiency. 
 

7. Head Baker: Esther Okafor 
 

● Responsible for leading the baking team, and ensuring the quality 
of all baked goods. 
 

8. Sales Associates: (multiple) 
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● Responsible for interacting with customers, taking orders, and 
providing exceptional customer service. 
 

9. Bakers: (multiple) 
 

● Responsible for baking all the bakery's products, ensuring 
consistent quality and adherence to recipe standards. 
 

This organogram shows the different departments and positions within the 
bakery, from top management to entry-level positions. Each position has 
specific responsibilities and contributes to the bakery's overall success. 

Financial Plan 
A Financial plan is a company’s current financial position and a roadmap of 
how it intends to achieve its financial objectives. This is usually the most 
difficult part of writing a business plan for most people because of the 
challenges of adding up the numbers.  
 
Interestingly, you don’t need to be an accountant or have an MBA to plan your 
business finances. If you study financial statements and ratios closely you will 
see that it’s just a simple logical but holistic process. Even the financial 
jargons are quite easy to comprehend. 
 
There are several reasons why a financial plan is important when preparing a 
business plan. 
 

- It tells you whether you are making a profit or a loss. This is very 
important because the primary reason people go into business is to 
make a profit but most entrepreneurs aren’t able to accurately tell if 
they are or not.  
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- It helps you to make educated business and investment decisions. A 
good understanding of your financial position will help you decide 
which alternative is best for the business. An example, if you anticipate 
that a machine will depreciate and lose its value over five years, you will 
be able to plan better to replace it. 
 

- It serves as a financial guide. Business can be very dynamic but also 
predictable. Your financial plan should be structured in such a way as 
to project the future. These projections can guide you in your business 
journey. 
 

- It tells you what you own as a business organization. Some components 
of a financial plan which we will discuss next can tell you what you own 
or owe. This is very important as the valuation of your assets will tell the 
worth of the company should you consider mergers and acquisitions. 
 

- It is a requirement by most investors. Investors always ask for a financial 
plan. A well-prepared financial plan has a better chance of acquiring 
investors. 

 
A good financial plan for a business will include revenue, expenses, cost, 
profit, assets, liabilities, cash flow, and financial ratios. 
 
There are certain components a professional financial plan should have. 
These include 

1. Profit and loss statement 
2. Balance sheet  
3. Cash flow statement 
4. Break-even analysis and business ratios 
5. Sales projections 
6. Financial strategy 
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1.  Profit and loss statement 
The P&L statement also known as the income statement is a summary of the 
sales revenue and expenditure over some time. 
 
The P&L account aims to show if you are making a profit or a loss and show 
what expenses are influencing your business the most. There are certain 
terminologies you have to get used to when +making a P&L statement 
 

- Sales revenue: Income that comes into the company from 
business activities. 
 

- Cost of sales: Expenses that can be linked directly with production 
and selling. Examples are direct labor and the cost of raw 
materials. They do not include costs like administrative, general 
expenses, interest expenses, and depreciation. 
 

- Gross profit: Sales revenue less Cost of Sales. It is the profit 
earned after a company has deducted all costs incurred that are 
directly associated with production and selling. It doesn't include 
overheads. 
 

- Expenses: Costs incurred during a company's business activities. 
 

- Overheads: These are costs that are related to running the 
business. They cannot be traced directly to production or selling 
but are important for the smooth running of the business 
examples are utilities, rent, advertising, communication, 
consulting, depreciation e.t.c. 
 

- Depreciation: Depreciation is the loss in value of tangible assets 
due to wear and tear. E.g Machines, cars, equipment 
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- Amortization: What depreciation is to tangible assets 

amortization is to intangible assets. It’s the gradual writing off of 
intangible assets over their useful life. Examples of things that can 
be amortized include licenses, copyrights, patents, and 
registrations.  
 

- Net Profit: Net profit is profit after all expenses have been 
subtracted from the revenue in other words it is gross profit  less 
general cost, administrative cost, overheads, and depreciation  
 

- Profit after Tax: This is net profit less tax. 
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Profit & Loss Account (Example) 
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3 Years Profit and Loss Account (Example) 
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2.  Balance sheet  
The balance sheet is a snapshot of a company at a particular point in time. The 
key features of a balance sheet are assets, equity, and liability. 
 
Assets: Assets are what a company owns. They can be divided into two 
 

- Current Assets: Assets that are expected to be expended within 1 year. 
They will be sold or used up within 1 business year. Examples include cash 
and cash equivalent, stock, raw materials, accounts receivable, prepaid 

liabilities, and marketable securities. 
 

- Fixed Assets: fixed assets are assets that have a useful life of more than 1 
year. These are non-current assets. An example includes machines, 
vehicles, land, properties, long-term investments, and shares. 
 

Equity: Is the owner’s investment in the business 
 
Liability: Liability is what the company owes 
 
Current liabilities: These are debts the company owes that are due within 1 
business year. E.g Accounts payable, short-term debts, dividends. 
 
Non-current liabilities: These are debts or financial obligations the company has 
to pay its creditors that are due after 1 business year. E.g Long-term debts, 
debentures, long-term lease obligations, bonds payable, and deferred tax 
liabilities. 
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Balance Sheet (Example)  
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3 Years Balance Sheet (Example) 
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3. Cash Flow Statement 
A cash flow statement is a financial statement that summarizes the inflow and 
outflow of cash and its equivalent in an organization over a period of time. 
The cash flow statement is divided into three parts  

- Operating activities 
- Investing activities 
- Financing activities 

1.  Cash flow from operating activities: This is the first segment of a cash 
flow statement and it indicates the inflow and outflow of money into the 
company through its regular business activities. This may include buying 
and selling, manufacturing, and offering services. 
2. Cash flow from investing activities: This is the inflow and outflow of 
cash into a company through investment-related activities. Investment 
activities include purchases and sales of physical assets, investments in 
marketable assets like bonds and shares, and the acquisition of other 
businesses. 
3.  Cash flow from financing activities: This is the net cash flow in a 
company that reflects how a company is funded. Examples of financing 
activities are loans from banks, repayment of bank loans, issuance of 
bonds, and payment of dividends. 
 
 
 
 
 
 
 
Cash Flow Statement (Example)  
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3 Years Cash Flow Statement 

 
 
4. Break-even analysis and business ratios 
Break-even analysis entails calculating and assessing the margin of safety 
for a business. With break-even analysis, you get a better understanding of 
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the number of sales the company needs to make to pay all its costs. After a 
company breaks even then any additional sales made begin to contribute 
towards profit. 
 
The key parameters for calculating break-even are sales, unit price, variable 
cost, and fixed cost.   

● Unit price: This is the price of selling a single product, service, or 
package. 

●  Variable costs: These are costs that change with volume or sales. They 
are dependent on the quantity of the goods or services that a business 
produces. Examples of variable costs are raw material cost, delivery 
costs, packaging cost, and direct labor. 

● Fixed cost: Fixed costs are costs that remain the same and are 
independent of sales or volume. Examples of fixed cost include rent, 
fixed salaries, loan repayment. Utilities, and  insurance. 

● Gross margin: This is total sales less cost of goods sold or cost of sales. 
● Cost of goods sold: This is the direct cost of producing or offering a 

business service. 
 

Calculations for Break-Even Analysis 
The calculation of break-even analysis may use two equations. In the first 
calculation to evaluate the number of units needed 
 
Break-Even Point (units) = Fixed Costs ÷ (Sales price per unit – Variable costs 
per unit) 
 
Alternatively, the calculation for a break-even sales happens by dividing the 
total fixed costs by the contribution margin ratio. The contribution margin 
ratio is the contribution margin per unit divided by the sale price. 
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Assume a company that produces bread incurs the following costs to 
produce one unit of their special butter bread which they sell at $25.  
Flour - $6, Butter - $2, Egg - $1, Other direct cost - $3. Note that they were able 
to calculate these costs by dividing the amount spent on each item by the 
total number of units they were able to produce. 
 

Break Even Analysis (Example) 
 
Assuming that Dream Puff has fixed costs of $50,000 per year and a 
contribution margin of 60% on each product sold, the breakeven point can be 
calculated as follows: 
 
Breakeven point = Fixed costs / Contribution margin ratio 
Breakeven point = $50,000 / 0.6 
Breakeven point = $83,333.33 
 
This means that Dream Puff needs to generate at least $83,333.33 in revenue 
each year to cover its fixed costs and break even. Anything above this 
amount will result in a profit for the business. 

Sales Projections 
Sales projection is an estimate of the revenue a business expects to generate 
over a certain period, typically a year. It is an essential component of a 
business plan as it helps business owners and investors to understand the 
financial viability and potential profitability of the business.  
 
Sales projections take into account various factors such as market demand, 
pricing strategy, competition, marketing initiatives, and growth opportunities. 
They provide a framework for businesses to set realistic goals, plan for 
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resources, and make informed decisions about investments and 
expenditures. 

Sales Projection Example 

 

Financial Strategy 
A financial strategy is a plan that outlines how a business will manage its 
financial resources to achieve its goals and objectives. It includes a set of 
financial goals and targets, as well as the specific actions and measures that 
will be taken to achieve those goals. The financial strategy should cover all 
aspects of the business's finances, including budgeting, cash flow 
management, debt and equity financing, risk management, and investment 
decisions. The financial strategy should be aligned with the overall business 
strategy and should be regularly reviewed and updated to ensure that it 
remains relevant and effective. 

Financial strategy (Example) 
1. Diversify the product line: To increase revenue streams, Dream Puff 

could consider expanding their product line beyond pastries and baked 
goods. This could include offering catering services, selling 
merchandise, or even opening a small cafe or restaurant. 

2. Implement cost-saving measures: By optimizing operations and finding 
ways to reduce costs, Dream Puff could improve profitability. This could 
involve negotiating better prices with suppliers, optimizing inventory 
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management to reduce waste, and improving efficiency in production 
and staffing. 

3. Increase marketing efforts: To attract more customers and increase 
sales, Dream Puff could invest in marketing initiatives such as social 
media advertising, targeted email campaigns, and collaborations with 
local businesses and influencers. 

4. Explore new markets: Dream Puff could consider expanding their reach 
beyond Northern Nigeria by offering delivery services or partnering with 
online marketplaces. This would allow the bakery to tap into new 
customer bases and increase revenue. 

5. Secure financing: To fund expansion projects or implement new 
strategies, Dream Puff could secure financing through options such as 
bank loans, grants, or angel investors. Careful consideration should be 
given to the terms and repayment schedule of any financing 
arrangements to ensure the long-term financial stability of the 
business. 
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Congratulations on reaching the end of "How to Write a Business Plan." By 
now, you have gained valuable insights into structuring a business plan that 
is not only compelling but also practical and actionable. However, writing your 
business plan is just the beginning—what truly matters is how you implement 
it. 

A well-prepared business plan is more than just a document—it is a roadmap 
to success. It provides clarity, direction, and the confidence needed to 
navigate the business world. Whether you are launching a new venture, 
expanding an existing business, or seeking investors, the key to success lies in 
taking action. A business plan that sits on a shelf is of no use; instead, it 
should be a dynamic tool that evolves as your business grows. 

As you embark on your journey, remember that business is a continuous 
learning process. Market trends shift, customer needs change, and 
unexpected challenges arise. Stay adaptable, update your plan regularly, and 
be open to innovation. The most successful entrepreneurs are those who 
embrace change and remain committed to their vision while refining their 
strategies along the way. 

Additionally, seek mentorship, build strong networks, and never stop acquiring 
knowledge. Surround yourself with individuals who challenge and inspire you. 
Business success is rarely a solo endeavor—it is built on relationships, 
resilience, and a willingness to learn from both successes and failures. 

Now that you are equipped with the knowledge to create a winning business 
plan, it’s time to take action. Start drafting, refining, and executing your vision 
with confidence. Your journey to building a thriving business begins now, and 
the possibilities ahead are limitless. 
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About the Author 

This book, "How to Write a Business Plan," has been prepared by Outbox 
Integrated Business Consulting, a firm dedicated to empowering 
entrepreneurs and businesses with the knowledge, strategies, and tools 
needed for sustainable success. 

About Outbox Integrated Business Consulting 

Outbox Integrated Business Consulting specializes in business development, 
entrepreneurship support, and strategic advisory services. The firm provides 
comprehensive business planning, market research, financial structuring, and 
impact consulting, helping businesses navigate challenges and seize growth 
opportunities. 

With a strong focus on business and entrepreneurship support, Outbox has 
worked with startups, small businesses, and established enterprises, offering 
expert guidance in developing business strategies, securing funding, and 
optimizing operations. The firm also integrates Environmental, Social, and 
Governance (ESG) principles into business operations, ensuring long-term 
sustainability and responsible growth. 

By leveraging its expertise in business planning and strategy development, 
Outbox has compiled this book as a practical, step-by-step guide to help 
entrepreneurs and business owners craft well-structured business plans. 
Whether you are a first-time entrepreneur or an experienced business leader, 
this book equips you with the essential tools to develop a plan that attracts 
investors, mitigates risks, and drives long-term success. 

With a wealth of experience in mentoring, training, and consulting, Outbox 
Integrated Business Consulting remains committed to supporting businesses 
at every stage of their journey. 
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For further business support, consultations, and expert guidance, feel free 
to reach out to us: 

📍 Office Address: Suite 80 Ide Plaza, Utako, Abuja 
 📞 Phone: 07031917647, 08173241620 
 ✉ Email: admin@outboxng.com.ng 
 🌍 Website: www.outboxng.com.ng 

We look forward to partnering with you on your business journey!  
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