
Business Portfolio Template

 Title Page
 

● Business Name
● Logo
● Contact Information: Address, Phone Number, Email, Website
● Date of Portfolio Creation

 
 Table of Contents
 

● List all sections with corresponding page numbers.
 
 Executive Summary
 

● Brief overview of the business.
● Mission Statement.
● Vision Statement.
● Key highlights and achievements.

 
 Company Overview
 

● History: Founding story, major milestones.
● Core Values and Philosophy: What drives the business?
● Leadership Team: Brief bios and roles of key team members.
● Locations and Facilities: Description and significance.

 
 Products and Services
 

● Detailed description of each product or service.
● Unique selling propositions (USPs).
● Pricing and positioning in the market.
● Images or diagrams if applicable.

 
 



 
 
 Market Analysis
 

● Industry overview and trends.
● Target market: demographics and psychographics.
● Competitive landscape: key competitors and their positioning.
● Market opportunities and challenges.

 
 Marketing and Sales Strategy
 

● Marketing channels and tactics.
● Sales approach and methodology.
● Customer relationship management strategies.
● Success stories or case studies.

 
 Operational Plan
 

● Production processes (if manufacturing).
● Supply chain and logistics overview.
● Quality control measures and standards.
● Technology and systems used in operations.

 
 Financial Overview
 

● Summary of financial statements.
● Financial projections and future goals.
● Funding: sources and uses if seeking investments.

 
 Achievements and Milestones
 

● Awards, recognitions, and certifications.
● Significant milestones reached.
● Testimonials and endorsements from clients or partners.

 
 Social Responsibility and Sustainability
 

● Environmental initiatives.
● Community involvement and social impact.



● Ethical business practices.
 
 Future Plans and Goals
 

● Upcoming products or services.
● Expansion plans: geographic or product line.
● Long-term objectives and growth strategy.

 
 Appendices
 

● Detailed financial statements.
● Technical specifications of products or services.
● Legal documents or certifications.

 
 Contact Information
 

● Comprehensive contact details for further inquiries.

Usage Notes:

● Personalize each section with relevant information about your business.
● Use professional and visually appealing formatting.
● Keep the content concise, clear, and focused.
● Regularly update the portfolio to reflect current business status and future

directions.
● Convert to PDF for sharing and printing.


