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BUSINESS PLAN
-sample template

1. Executive summary

This should summarise the plan. It should give anyone reading it with a quick and clear idea of what you are planning to do. It should be no more than 1 page and include the main points that you want the reader to remember. 
· This section is written after the rest of the plan is complete!
2. Introduction; Vision, mission, values

· Brief statement on the purpose and duration of the plan. 

· (Optional:) some context within which the plan was produced, what informed it and the process

· Mission (Overall Aim) – a Mission Statement is quite simply the aims and objectives or your organisation expressed in one or two sentences. It does not go into detail on what an organisation will specifically do, but it is a long-term statement of intent which should reflect the purpose for which the organisation was founded (refer to Constitution’s objects). Example: The empowerment of single mothers in North Kensington.
· Aims/Strategic Goals – set out the key priorities of the organisation, in the medium to long term. Example: To improve family relations; to campaign for better homes)

Sometimes organisations have separate ‘vision’ (‘dream scenario') and ‘values’ (guiding principles) statements. They might also simply state their aims & objectives instead of, or in addition to their mission statement. Don’t get stuck with terminology – as long as your organisation is clear about what you are referring to and use your chosen terms consistently.

· Note: Once the mission statement has been established, it should not be challenged for an agreed period, except in exceptional circumstances, in order to give the organisation sufficient stability to work towards its agreed goals.

3. Background 

· Brief background of the organisation (why, how, when it came into being)
· Location; geographical area covered and target group(s)
· Legal status (Charity registration; company registration)
· Some key events and characteristics of the organisation to date
· Achievements and track record
4. Users/beneficiaries or area of benefit
· Who are the users - where are they
· Key issues/problems you are seeking to address
· Evidence of need – local statistics, anecdotal evidence, monitoring information
5. Strategic Analysis

· SWOT – internal and external look at the current situation of the organisation

· Staffing issues

· Partners/partnerships – current and potentials

· (optional) PEST or STEEPLE 

· Unique Selling Point (USB): what will you be able to provide that is different and is not currently on offer from other organisations? Or, why are you best placed to provide this service? 

6. Priorities/ Services & Activities
· Relating to the stated aims & objectives, and the outcome of the analysis – what are the key areas the organisation will be concentrating on in the near future (can include short term, medium term and long term plans)?
· Outline of services and activities to be provided – who, how, when?
· Relate to a SMART action plan (usually annexed at the end of the plan -see 13)
7. Management Structure

· Governance

· Line management

· Staffing/volunteers issues

· Subcommittees, task groups, advisory groups

· Other internal priorities (optional) - quality assurance, learning & development (how will the organisation ensure it keeps learning and developing?)

8. Marketing & publicity

· How will you advertise what you do to everyone who could use your services? 

· How will you make sure no one is excluded? 

· How will you target the kinds of people you most want to reach? 

· How will you promote yourself to supporters, partners and potential funders?

9. Financial plan/implications

· Current/expected income (funding)
· Project and running costs
· Capital items (eg photocopier) or maintenance costs for existing equipment
· Premises costs (eg moving to larger premises; maintenance)
· Salary and management costs, including tax, National Insurance..
· Projected income and expenditure – cashflow
· Financial procedures/control
· SEE CASH session and materials 
10.  Fundraising strategy/plan

· Targets for fundraising (eg ‘fundraise for an outreach worker’) with timescales/milestones
· Potential funders 
· Other potential opportunities, eg partnership bids, new service/repackaging services, generating income by selling a service
11.  Monitoring & Evaluation

· Outcome indicators - how will you measure the success of the organisation or project? 

· Performance management - how will you make sure you reach the targets you have set? 

· How will you collect information about the work that you are doing? (on paper, database, questionnaire, survey…)

· Who will do this and when? 

· How will this information feed into improving the project? 

· Who will analyse this information and act on it to make changes? When?
12. Conclusion

· Brief paragraph summarising the key points of the plan and the desired outcomes
13. Action Plan/Implementation Plan
· SMART Action Plan: 
	Specific – objectives for the organisation and users 

Measurable – outcomes to prove the objectives have been reached 

Achievable – given PEST analysis 

Realistic – in the light of resources 

Timed – milestones, targets


· Ideally set out in a table with targets and outcomes
Action Plan – template
Overall Aim: To improve the emotional and physical health of young people in Kilburn
Specific aims:

· To enable users to take more responsibility for their health
· To improve users’ self-esteem

· To improve users’ ability to manage conflict

	Objective
	Activities
	Targets
	Outcomes
	Outcome indicators

	Counselling and 1-to-1 support
	· Drop-in counselling sessions in centre
· Referrals and drop-in support
	· Recruit counsellor by Sep 08

· 5hrs, 3 days/wk
	· Users are more aware of health services
· Increased self-esteem

· Increased independence
	· Regularity of attendance
· Level of access to other services

· Self-reported outcomes

	Workshops in conflict management 
	· Workshops on-site with qualified trainers
	· 5 2-day workshops by March 08
· 15 young people per workshop
	· Users more able to manage conflicts at home and with peers
	· Course report
· Behaviour at centre



	Written info & advice on health issues
	· Produce info pack on sexual health
· Disseminate partner agencies info
	· Pack produced by Sep 07
· Launch/info event by Nov 07

· Info rack set up by Jan 08
	· Users are more aware of and have better access to local health services
	· Level of involvement in event
· Service take-up

· Info requests

	Annual drama
	Annual drama by young people on health issues
	· 10 young people from centre recruited by Aug 07
· Weekly rehearsals from Sep 07

· Performance for 30 young people by Dec 07 
	Users are more confident in identifying and dealing with health issues
	· Take up of services
· Attendance and confidence levels at centre

· Self-reporting after performance


�








January 2007


