Business Plan Checklist

Most of the data that you need to complete your business plan has already been created. It is a matter of organizing the documents and using the information in them to create your business plan. The following lists of documents are examples of the types of reports and data that you may need for your plan. 

The lists of documents you may need for the different sections in the template;

Section 2 Community Overview

· Community census report 

· List of infrastructure the organization currently owns

Section 3 Management Structure

· Personnel policies and procedures manuals

· Current organization charts

· Job descriptions

Section 4 Financial Data

· Monthly financial statements

· Year to date financial numbers

· Current budget

· Next year's budget draft, if available

· Year end financial statements for the previous 2 years

· Your certified financial statements

· List of project components, their design life and costs for Repair & Replacement (R&R) schedule

Section 6 Legal Authority and Issues

· Any ordinances relating to the project

· Contracts associated with the project

· Any MOU or memos of agreement

· Agreements or resolutions

Section 7 Interagency Relationships

· Grant agreements or conditions

· Agency correspondence relating to the project

· Community or master sanitation plans

