This organisation/charity
Business Plan

Every organisation needs a business plan even if it is not a for profit business. A business plan is how you explain to others in an organised way what you are doing , or intend to do, why you are doing it, how you are going to achieve what you want and what you will need in terms of people, publicity and money to achieve it.  

A business plan will help you achieve your aims and give potential funders assurance you have thought things through.

This organisation/charity
Address
Tel: 

email: 

1. Non-Disclosure

This organisation/charity business plan is confidential and contains information that is proprietary to this organisation/charity.  The information in the plan may not be reproduced or disclosed to any third party without the express permission, in writing, of this organisation/charity.
2. Table of Contents

3. Executive Summary  (it is easier to complete this section after the full business plan has been completed)
The Organisation
This organisation/charity was formed in …………. and is involved in ……(the provision of community support ……/ provision of employment services in ………etc)

The Vision 

The Objectives

The objective of this business plan is …… (to raise sufficient capital to fund the start up phase of the organisation  / to secure an overdraft facility to cover the working capital 

requirement of the organisation).
The Personnel

The key personnel of the organisation are ………….. (David Smith Managing Director,  Robin Brown Financial Director and Clive Simmons Sales and Marketing Director ..)

The Market

Our target beneficiaries …………. (children / residents in Hertfordshire /other charitable organisations…etc)

The beneficiary demand is ……….. (currently x hundred/thousand and predicted to grow to xx households/individuals within a 10 mile radius of xxx .etc)

Development Plans

(for existing organisation only)

The development plan for the organisation is ……(to grow by merging with another organisation / to introduce a new service range … Etc)

Financial

Our income projections show that ……………… (funding in the first year will be £XXXX  with a  gross margin  of XX%, fixed delivery costs of £XXXX  and breakeven point is reached by month XX )

Funding 

This organisation/charity requires …………….. (a loan for £xx, repayable over 5 years / a short term overdraft facility of £xx .to secure contracts or grants/crowd funding etc)

4. Organisation Description
The Organisation Idea
What will your organisation be?  What is the legal format and why did you choose it?

Brief History

How did you get where you are (bright idea, need in the community)?
Current Position

Are you operating now or do you have a definite date to start?
5. Governance,  Management and Personnel

Governance of the organisation

Give brief details about how your organisation will be governed (e.g. a board of trustees, parent group, affiliated to a larger organisation)

The Management of the Organisation
Give brief details of yourself as the Trustee Manager or Director of the organisation and describe your role and responsibilities (a CV, if relevant, can be included in the appendices)

Key Personnel

If there are other members of staff or volunteers whose role will be critical to the organisation give a brief summary here.

Reporting Structures

If relevant include a graphic outline of the structure of the organisation and reporting lines.

Advisers to the Organisation
If relevant include details of Bankers, Accountants, Solicitors and other Business Advisers.

6. The Products and Services

Description

Describe the range of products and services that you intend to deliver/provide.  Discuss cost and pricing if relevant) structures and if relevant include a breakdown in the appendices.

Distinctions

Explain what makes your products and services distinct from other voluntary organisations in your area.  What benefits and advantages can you offer?  
Products / Service Development Strategy

What is your strategy for the development of your product and / or services and why have you chosen this way forward? 
7. The Beneficiaries
Sector

Describe the sector you will be targeting and why.  What is the size of your ‘market’?  Is it static, declining or growing?  What does this mean for your organisation?(e.g. if you are working with homeless people is the number increasing or decreasing? Why are you planning in working in this area?) 
Target Customers
 Describe your target beneficiary profile.  Who they are, where they are, what do they need, how often and for how much?

Market Research

Describe how have you researched your ‘market’ (i.e. the need for what you intend to provide) both quantitatively and qualitatively in order to gather this information.
Who else is providing support/services/goods and how will you compete or co-operate with them?  
What is your USP (unique selling point)?  Describe what will give your funders/commissioners a reason to support you.  What is your vision?
8. Publicity & Marketing

Marketing Strategy

Describe how you will find beneficiaries for your organisation.  How will you promote your products and services to them?
Method of provision
In this section describe how you will actually deliver your goods and services to your beneficiaries.  Will it be in person?  Will you use telephone or the internet?

9. Operations

Premises
Where will your organisation be based?  What are the pros and cons of this location?  What is the future requirement for premises?

Production Facilities

If relevant describe your production facilities or what facilities you will require in the future. (e.g. do you need a safe space for people to receive your services or a warehouse to keep donated items)What capacity do you have?

Suppliers

If you are going to work with other organisations who will you use and why?  Do you buy in other critical products or services – who from and why?

Distribution
If relevant, describe how you get your goods/services to your beneficiaries?  Why is this method the most cost effective?

Equipment

Describe what equipment you need, what you have and what you will need to buy.  Will anything you have need replacing or renewing soon?  

Business Systems

Describe what ICT equipment you will use, both hardware and software.  How will you ensure they are reliable and / or secure?  What management information will they produce?

Training Requirements

Does your development plan indicate the need for more skills within the organisation?  If so there may be a training requirement and an associated cost, describe it here. (eg how will you train your trustees, volunteers, staff)
9.
Finance

Financial Analysis

If relevant, provide details of the amount of money being sought, by what method (e.g. overdraft facility, long term bank loan, donations, crowd funding, contracts, grants).

Forecast Figures

In this section explain the assumptions behind the figures you have used to produce your projected cash flow forecast and profit and loss account.
The following financial forecasts show that ………….

The income figures are based on ……………

Our funders will donate to us within an average of  XX days (monthly, quarterly)……………

We will take an average of XX days to pay our suppliers …………

Our overheads are ………………………………………..

Our gross surplus will be ………… and breakeven will be achieved by …………
10.
Risk Analysis

In this section think about the things that could realistically go wrong in the future and describe how you will minimise the risk to the organisation.  E.g. What will you do if you don’t achieve your projected income figures?

Appendices

Number and list the appendices you have included.

This concludes the written section of the plan and should be followed by the projected cash flow and profit and loss forecasts.  It is usual to provide detailed forecasts for the first 12 months and summarised forecasts for years 2 and 3.
