Fact Sheet

Helping the voluntary sector support local communities

Business Planning

A business plan helps you think through all aspects of your organisation
and plan for the future. It helps you get an overview of your
organisation, and is a useful tool for presenting yourself to funders and
supporters. A business plan may be for the whole of your organisation,
or for a particular project. It is important that more than one person is
involved in writing the plan so as to ensure that it is a collective vision of
the organisation.
A plan can help motivate and make clear how staff and work fits in with
an organisation's aims. It is also essential for funding applications.
Below are the main areas that are usually covered by a business plan.

When you are beginning to put your plan together it is important to
gather all the relevant information you may need to think about:
 Current work and
projects
 Expectations of
users
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 Development of
projects
 Future funding

 Strengths and needs of
staff
 Changes in demand

A SWOT (Strengths, Weaknesses, Opportunities and Threats) analysis
may be useful to undertake as it will help you to focus on certain areas
and provide information that you can include in the plan.

Contents of a Business Plan
A summary of the business plan (also known as the Executive
Summary)
This should be a short introduction, summing up the main points of the plan and
introducing the organisation or project in an appealing way. You may find it easier to
write this section of the business plan after the other sections are completed.

The background/history of your organisation
In this section you should outline:
·
·
·
·
·

details of your legal status
your aims and objectives
how long you have been established
how you are managed
past achievements

The need for the services offered
You need to provide a brief outline of the activities of your organisation
or project. You could include evidence of this need, such as research,
reports or client feedback.

Aims and objectives
In this section of the business plan you should cover in more detail what
your organisation or project sets out to achieve. These will be your aims.
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Aims
It is probably not a good idea to have more than 6 aims. An example of
an aim might be:
To provide a variety of ways for people to understand the lives of
disabled people through the medium of art, drama, training and
education.
Aims lead to outcomes - the benefits that will be achieved. For the
above aim an outcome might be:
Local people will gain a greater insight into the lives and
experiences of disabled people.
Objectives
You should then develop the aims by outlining a series of objectives
relating to each aim. Objectives are the pieces of work or the tasks
needed to achieve the aims. Each aim will have several objectives. An
example of an objective for the above aim might be:
To produce performances based on the lives and experiences of
disabled people.
Budget and cash flow forecast
From the planning you have already done, you are now in a position to
decide what resources you will need to carry out the work. You need to
give details about all the implications of the resources required. The
best way of doing this is by creating a budget and cash flow forecast,
including accurate costings.

Resource implications might include:
· Staff
· Workspace and equipment
· Office costs
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Staff
How many staff hours will this work need? What staff will you need to
deliver this work? On what salary or wage?

Workspace and equipment
Think about where you will carry out all your activities. Do you need to
buy a building or rent space? What equipment do you need to run an
office and your activities? Is the space accessible to everyone?
Office costs
Bills like telephone and mailing costs, heating and lighting. Also
remember to include the costs of consumables such as paper and
envelopes. For more information see Fact Sheet: Cashflow, Forecasts
and Budgets.
Promotion and publicity plan
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
promote yourself to supporters, partners and potential funders?
Management
It is always a good idea to include a diagram of your staffing structure.
Make sure people are clear what their roles are. Who will have
responsibility for what? Who will people report to and get supervision
from? If the business plan is for a specific project you may want to
include job descriptions for the new roles.
Monitoring and evaluation
How will you measure the success of the organisation or project? How
will you make sure you reach the targets you have set? How will you
collect information about the work that you are doing? Who will do this
and when? How will this information feed into ongoing improvement of
the project?
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Before you start you need to have a clear framework outlining the
targets relating to what you want to achieve, both quantitative and
qualitative. Think about what you are measuring and why. Only collect
necessary information.

You should consider:
 What information you need to collect to measure whether or not
you are meeting your targets?
 How you will collect that information?
 Who will collect it?
 When it will be collected?
Final points to remember……

Ensure that the plan does not contain jargon – people reading the plan
may not know anything about your subject area. It must be easy to read
with clear typeface and numbered pages.
Finally it is important to be brief as it is difficult to read masses of
information.
The Summary is a useful tool to be able to pick out relevant pieces of
information.

For further Information…

Voluntary Impact Northamptonshire - T: 01604 637522 or email
info@voluntaryimpact.org.uk. Website: www.voluntaryimpact.org.uk

This is one in a series of fact sheets produced by Voluntary Impact Northamptonshire,
on subjects of interest to voluntary and community groups. It is intended for guidance
only and is not a comprehensive statement of the law. Whilst all reasonable care has
been taken in preparing this publication, Voluntary Impact Northamptonshire cannot
assume any responsibility for any errors, omissions or inaccuracies.
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