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1.
Executive Summary      

WRITE THIS PAGE LAST. YOU NEED TO COMPLETE ALL OTHER PAGES FIRST. MAXIMUM OF 2 SIDES. 
1.1 Summary of business intentions 


1.2 Goals
















Short Term Goals 
 
Medium Term Goals
Long Term Goals
1.3
Client/Customer Group 

1.4
Market

1.5
Marketing
 
1.6
Management and Staff 

1.7
Premises
 

1.8     Financial Summary 

	Problems – see tips 

Pick up to 4 Problems 

	




2.
Background/Organisation History
2.1 Why we started the organisation
 
2.2 Track record/achievements
 




3.
Legal Aspects

3.1 
Legal structure of the organisation
  

3.2 
[Health & Saftey

3.3 
 Insurance

4.Goals

Short Term Goals (6 months) 
	Goal
 
	Tasks to be completed
 


	Who
 


	When
 



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Medium Term Goals (7 – 18 months) 

	Goal 
	Tasks to be completed 


	Who 


	When 



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Long Term Goals (19 – 24 months) 
	Goal 
	Tasks to be completed 


	Who 


	When 



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5.
Products/Services and Customers
Product/service description
 
Current Services
 

Future Planned Services:
	  A
	Enter name of service or product

	Start
 Date 
	

	Product/
Service
Range


	

	Customers

	

	How
 it will be delivered to market 
	

	Why
 is the product/service needed
	

	Outputs
 & Outcomes
	


	  B
	Enter name of service or product

	Start Date 
	

	Product/

Service
Range


	

	Customers
	

	How it will be delivered to market 
	

	Why is the product/service needed
	

	Outputs & Outcomes
	


	  C
	Enter name of service or product

	Start Date 
	

	Product/

Service
Range


	

	Customers
	

	How it will be delivered to market 
	

	Why is the product/service needed
	

	Outputs & Outcomes
	


	  D
	Enter name of service or product 

	Start Date 
	

	Product/

Service
Range


	

	Customers
	

	How it will be delivered to market 
	

	Why is the product/service needed
	

	Outputs & Outcomes
	


	  E
	Enter name of service or product 

	Start Date 
	

	Product/

Service
Range


	

	Customers
	

	How it will be delivered to market 
	

	Why is the product/service needed
	

	Outputs & Outcomes
	


6.
Unique
 Selling Point 

7.
The Market
 

7.1
Primary
 

Current Affairs
7.2
Secondary
 Research

8.
Competition 

Complete the table below showing that you know who your competitors are 

	Name 
	Address
	Strengths 
	Weaknesses

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Write a statement below on how you will be different from the competition in your industry/sector

9. Marketing
 

Web hosting and web mail shots.
	Product/Service
 


	Marketing Vehicle/distribution

	Cost
 


	When

	Expected
 Outcome 



	A. 
	
	
	
	

	
	
	
	
	

	B. 
	
	
	
	

	
	
	
	
	

	C.
	
	
	
	

	
	
	
	
	

	D.
	
	
	
	

	
	
	
	
	


10.
 SWOT
 Analysis 
	Strengths 
	Opportunities 

	
	

	Weaknesses
	Threats

	 
	


11.
Management and Staff  

11.1
Overview of Existing Management & Staff 

11.2 
Future Management Team  

11.3
Future Staff

11.4
Future Volunteers 

12.
Operations & Quality 

13.
Premises
Current Premises

Future Requirement

14. 
Financial Information 
14.1
Finance required and sources of finance 

	Service Ref. 
	Amount Required 

	Possible Sources of finance 

	A
	
	

	
	
	

	B
	
	

	
	
	

	C
	
	

	
	
	

	D
	
	

	
	
	

	E
	
	

	
	
	

	F
	
	

	
	
	

	G
	
	


14.2
Wish List

	Item
 
	Notes
	Month/Year 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


15.
Financial Projections  

Cash flow and Profit & Loss Projections 
17.Appendix
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INSERT LOGO IF BUSINESS HAS ONE





Aims describe the overall change you are trying to achieve for your target group or audience.





You need to specify the type of change you want to see- Knowledge  behaviour, skills 





Choose the activities which will best bring about the intended changes 


Check with your buddy – They will tell you if they really match? 





Don’t resist receive the feedback   -


Now amend your triangle





Overall aim





Specific Aims





Activities


AKA objectives 





To provide


To support


To Offer


To disseminate 


To deliver 


To co-ordinate 


To develop











1 To enable 








2 To improve





 3 To Increase





4 To Reduce














�


These 2 pages are to be used to summarise everything you have put into the plan. 





They should be provide a good overview of where you are now and where you are trying to get to. 





Write with confidence and provide lots of reassurance. 


�





Use this space to provide lots of reassurance that you have thought through your business ideas  





Write a strong statement on your business intentions. Include information on:


 Your range of products and services


 How you intend to deliver services in terms of quality 


 Your plans for growth 





Make your statement strong and concise. 





�


Take the information for your short, medium and long term goals from the list that you made in the Goals column in section 4. You can write as a bullet point list under each heading.  


�


Provide a summary of the customers you will be targeting from section 5. 


�


Provide a summary of the market that you will operate in using the information and findings you included in section 7.


�


Provide a summary of your marketing strategy using the information you included in section 9. 


�


Provide a summary of your existing arrangements and future requirement for management and staff of the organisation using the information in section 11. 


�


Provide a summary of your existing arrangement and future requirement for premises using the information in section 13.


�


Provide a summary of your financial projections and finance requirements using the information in section 14 and your cash flow and profit and loss statements in section 15. 


�


Use this space to explain why you started the business 


�


The information you provide here should demonstrate that you have a track record of delivery either as an individual or through the business. Again it should be written to give reassurance to the reader. You will also be able to use the information in this section in future funding applications. 





Include details of  any projects you have delivered successfully and the outputs/outcomes you achieved


List any awards you have won or been nominated for 


List details of any quality assurance systems you have or accrediations





�


State the date you were established 


Specify your legal status and how many people you have on your committee/board


If you are planning to change your legal structure then also state your future intentions 








�


State the types of insurance you have in place or plan to have in place. 


Specify the amount of cover you have for each insurance type. 


Common insurance types include:


Public liability 


Employers liability


Contents


Professional indemnity


�


State the types of insurance you have in place or plan to have in place. 


Specify the amount of cover you have for each insurance type. 


Common insurance types include:


Public liability 


Employers liability


Contents


Professional indemnity


�


Goals are the aims or things you want to achieve in your organisation  


�


Tasks are the things you need to do to achieve your goal 


� 


Who – Insert the name or initials of the person(s) that will be responsible for carrying out the tasks 


�


When – Insert the date that you will achieve the task 


�


Write a summary of your product or services here and your future intentions. 





�


Write a summary of the current services you are providing 


�


This should be the date that you will be providing this service 


�


Provide a description of what the service or product is 


�


Provide information on who your customers will be for this product or service. You could include information on the items in the list below. The items in bold must be included:


�HYPERLINK "http://en.wikipedia.org/wiki/Ageing" \o "Ageing"�Age� 


�HYPERLINK "http://en.wikipedia.org/wiki/Sex" \o "Sex"�Sex� / �HYPERLINK "http://en.wikipedia.org/wiki/Gender" \o "Gender"�Gender� 


�HYPERLINK "http://en.wikipedia.org/wiki/Race" \o "Race"�Race�/ �HYPERLINK "http://en.wikipedia.org/wiki/Ethnicity" \o "Ethnicity"�Ethnicity� 


Location of residence 


�HYPERLINK "http://en.wikipedia.org/wiki/Socioeconomics" \o "Socioeconomics"�Socioeconomic status (SES)� 


�HYPERLINK "http://en.wikipedia.org/wiki/Religion" \o "Religion"�Religion� 


�HYPERLINK "http://en.wikipedia.org/wiki/Marriage" \o "Marriage"�Marital status� 


�HYPERLINK "http://en.wikipedia.org/wiki/Property" \o "Property"�Ownership (home, car, pet, etc.)� 


�HYPERLINK "http://en.wikipedia.org/wiki/Language" \o "Language"�Language� 


�HYPERLINK "http://en.wikipedia.org/wiki/Mobility" \o "Mobility"�Mobility� 


�HYPERLINK "http://en.wikipedia.org/wiki/Life_history_theory" \o "Life history theory"�Life cycles �





�


Explain how the service will be delivered e.g. number of workshops per month, duration of workshops, details of tutors 


�


Provide a brief summary on why the service is needed 


�


List the outputs (The activities and services you deliver  


e.g. Website or number of Training sessions to be delivered





List the outcomes which are the e changes, benefits or other effects that happen as a result of your activities  


e.g. Improved access to information on things to do in the borough as more people have access to the borough website


e.g. More successful fundraising as a result of quality training





�


Every business should have one "USP": a Unique Selling Point. This is something which sets your product or service apart from your competitors' in the eyes and minds of your prospects.





So, what makes a killer USP? 


It should single you out from the opposition in just a few words 


It will often have the words "the only." or "no-one else can.." 


It will be a proposal that will appeal to your prospects 


Don't try to fool yourself by using words such as "we offer good service" or "our staff are friendly". Firstly, how can you prove this. And secondly, who is not going to say this?


If you have a good, clear (and honest) USP, there is a good chance that you will be able to compete on factors other than price. And that means that you will be more profitable.





�


Provide an overview of the market (industry) that you will be selling your goods and services to. 


You can state it in terms of:


 Geographical  location 


 Size 


 Demography


State weather it is a industry in decline or growth or static. 


 Is it seasonal?





�


Listed below are some of the methods you may have used to find out more about the needs of your customers and the market you operate in. 


 Networking


 Surveys 


 Interviews


 Letters 


 Questionnaires


 Local Newspapers


 Focus groups 


 Consultation paper


 Feedback


Use this section to support your perception of the market you have described above in 7.0 and write about your findings from primary research. 


�


Listed below are some of the methods you may have used to find out more about the needs of your customers and the market you operate in using research that already exists.


 Government reports 


 Internet


 Statistics


 Statutory policies 


 Academic Journals 


 Business Journals 


 Periodicals 


Use this section to support your perception of the market you have described above in 7.0 and write about your findings from secondary research


�


Use the space above the table to provide a summary of your strategy for marketing your product/services.





�


Product/Service


List the products/services you included in section 5








Marketing vehicle/distribution. 


Use the table to show how you will reach your target customers.


Complete the table to show the different methods you will use to get your product/service to your customers (the market). Some of the methods used in marketing are included below:


 Leaflets 


 Posters 


 Public Relations (PR)


 Radio 


 Television 


 Local newspapers 


 Trade press 


 Magazines 


 Delivering presentations 


 Promotions 


 Mail shots


These should be the same as in section 5   


e.g. 2500 A5 double sided leaflet in full colour                                                            


�


The cost of the marketing intervention 


�


Insert the period when you will use the marketing vehicle to get the message across to your target customers 


�


State what you expect to happen as a result of the marketing intervention. 


E.g. 5 meetings arranged 


�


The name says it: Strength, Weakness, Opportunity, Threat. A SWOT analysis guides you to identify the positives and negatives inside your organization (S-W) and outside of it, in the external environment (O-T). Developing a full awareness of your situation can help with both strategic planning and decision-making. 





Listing Your Internal Factors: Strengths and Weaknesses (S, W)


Internal factors include your resources and experiences. General areas to consider are: 


Human resources - staff, volunteers, board members, target population 


Physical resources - your location, building, equipment (Does your building have a prime location? Does it need renovations?) 


Financial - grants, funding agencies, other sources of income 


Activities and processes - programs you run, systems you employ 


Past experiences - building blocks for learning and success, your reputation in the community 





Listing External Factors: Opportunities and Threats (O, T) 


Cast a wide net for the external part of the assessment. No organization, group, program, or neighborhood is immune to outside events and forces. Consider your connectedness, for better and worse, as you compile this part of your SWOT list. 


Forces and facts that your group does not control include: 


Future trends - in your field (Is research finding new treatments?) or the culture (Do current movies highlight your cause?) 


The economy - local, national, or international 


Funding sources - foundations, donors, legislatures 


Demographics - changes in the age, race, gender, culture of those you serve or in your area 


The physical environment (Is your building in a growing part of town? Is the bus company cutting routes?) 


Legislation (Do new federal requirements make your job harder-or easier?) 


Local, national or international events 





�


The information you provide here should provide reassurance that you and your team have the right skills and abilities to manage the business. 





Provide details of the skills and abilities that you and board, staff and volunteers bring to the business.


Provide details of any training courses or qualifications you or your colleagues have relevant to the business. 


Provide details of past employment relevant to the business. 








�


Use this space to state what new management team you need to recruit (if any). You may include the following information on the type of person(s) you want to recruit:


 The role they will need to play in your business  


The skills they must have to serve as a committee members


 Examples of the type of experience you expect the person(s) to have 





Explain the methods you will use to recruit the new person(s) i.e. volunteer bureaux, ad in newspaper, letter to individual.


�


Use this space to state what new staff you need to recruit (if any). You may include the following information on the type of person(s) you want to recruit:


 Their role within the business 


 The skills and qualifications you expect them to have 


 Examples of the type of experience you expect the person(s) to have 





Explain the methods you will use to recruit the new person(s) i.e. agencies, ad in newspaper, job centre 





�


Use this space to state what new volunteers you need to recruit (if any). You may include the following information on the type of person(s) you want to recruit:


 The role they will need to play in your business  


 The skills they will need to serve as a volunteer





Explain the methods you will use to recruit the new person(s) i.e. volunteer bureaux, ad in newspaper, letter to individual, REACH, business in the community 


�


Provide a summary on how the business operates in terms of:


 Administration 


 Financial management 


 Communications 


Provide reassurance that you are efficient or plan to operate efficiently. You could also give some examples of the policies and procedures you have in place. 





This space should also be used to list the quality assurance systems you have in place or plan to put in place over the next 2 years and how these will impact on your efficiency and effectiveness. 





�


Write a summary on where you currently operate from. 





Use this space to highlight any restrictions you experience on delivering your service due to your current premises arrangement and demonstrate the need for different premises.  


�


Write a summary of your requirement for premises in the future. You should include the following information:


 Location 


 Size


 Accessibility in terms of disabled access 


 Accessibility in terms of distance from public transport and amenities


 Monthly cost 


 Type of premises e.g. serviced office space, shared office space


 Type of arrangement e.g. lease, license or freehold





Explain when and how you will identify premises in the future





�


Use the table to provide details of the funding required for each of the services you have identified in section 5.


�


Service Ref. 


These are the services listed in section 5.





Amount Required 


Enter the amount of finance you require (if applicable) to deliver the service





Possible Sources of Finance 


Enter the possible sources of finance for the service. This may include names of grants, loans, or methods of generating income from trading etc.








Note: The amounts required in column 2 should be reflected in your cash flow.





�


Item – This is the item you need finance for e.g. salary, premises, equipment 





Notes – Use this space to write notes related to the item you require. For example if you put equipment in the item column then you can use the notes column to provide details on the type of equipment you require such as ‘2 computers and a laser printer’





Month/Year – This is the period when you need the item  








Note: The items on this list should be reflected in your cash flow. 





�


Type or insert documents that will support your business plan. Some examples of what you might include in this section include:





 CVs 


 Biographies 


 Pictures and details of premises you are trying to acquire


 Samples of marketing literature you have used or have in draft


 Samples of questionnaires you have used to carry out research 


 Testimonials, letters of support or references you have received. 
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