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These are only suggested sections of a Business Plan, as each business varies, so would the sections within the business plan. A lot of the time the process of writing the business plan informs the structure of it (i.e. as ideas develop the order of the different sections may change and other sections and sub-sections may be created)

Timescales associated with a business plan is normally 3 to 5 years (but some are longer, some are shorter). Business plans linked to large capital projects tend to be longer to satisfy the needs of funders and investors but arguments continue about the value of 10-15 yr business plans in such a fluid economic environment.
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1.0
EXECUTIVE SUMMARY

This consists of an overall summary of the entire document. It could be no longer than one page. It gives the reader a ‘taste’ of the document, briefly identifying the main aspects. It should be completed last of all (even though it appears first). The Executive Summary shouldn’t be confused with providing an introduction to the Business Plan. A good Executive Summary should condense all the really key aspects of the Business Plan onto a couple of sides (e.g. description of the organisation, key aims and activities, beneficiaries revenue and capital finance). It shouldn’t include anything new or different to what is included within the business plan.
2.0
INTRODUCTION AND BACKGROUND
2.1
Purpose of the Business Plan

e.g. to provide a summary of the activities of _________ over the next 5 years. The business plan will be used as a guide for the board and the officers of this organisation and as a way of informing others and seeking support for its plans. 

2.2
Who we are

Talk about the history of the formation of your organisation, who was involved in setting it up, how it has changed, your successes (and problems) so far. 
Describe the legal status of your organisation, who sits on the board, and is it a charity? 
2.3
Vision Statement

A vision is an expression of what things will be like if you are successful
Locality’s vision is to make every community a place of possibility. We want to see communities where people can take control of their lives, where they can feel happy and safe, and where they can feel a sense of pride and ownership.

2.4
Mission Statement
This is a statement about the business; all employees, volunteers and directors of the business should know this and ‘buy’ into it. Your mission statement provides the opportunity to define your business at the most basic level. It’s also an expression of how you will realise your vision:
Our mission is to build a movement of capable community organisations, ambitious for change.
Sometimes organisations just have a mission rather than both a vision and mission statement, or they articulate their vision as part of their mission statement. There are no hard and fast rules about this.  
2.5
Strategic Aims

An expression of what you will do to achieve your Mission. These will still be reasonably broad
E.g.
- Help people set up new community organisations

- Help community organisations work effectively


- Influence others to support our movement


- Ensure that Locality is a high performing organisation 
3.0
THE BUSINESS
3.1
Description of Activities
Use this section to describe the nature of your business. 
Many community organisations and social enterprises are often providing a range of activities. Some of these can be viewed as different businesses. Divide this section up into subsections if it’s a useful to express this more clearly.
E.g:
- Managing the building  

- Young People’s Services
- Community cafe
Bear in mind that some of these activities (e.g. a community café) may be so complicated that they warrant there own business plans (effectively creating a family of planning documents)
Here you explain the business idea, what it will do, where it will be located, its legal structure and the rationale behind it.
3.2    
Objectives 
Have at least one objective linked to all the activities you have identified 

Specific - word it precisely

Measurable - can it be measured / counted?

Achievable - is this realistic?

Resourced - have you the resources to achieve this

Timescaled - set a definite time limit on achieving your objective 

E.g. To access a lottery grant to train 10 local volunteers to provide a youth club providing social and educational opportunities, for 15 young people a week between, April 2011 and March 2012.

3.3     Outputs
Knowing the type of activities you want to deliver may not be enough for a Local Authority to give permission for an asset to be transferred (or enough for a grant funder to make a positive decision about making a grant). They may wish to know for example how many people will be using the building over the first year. They may also wish to know things like how many of these are women and how many are local people for example. They may also wish to know what exactly those people will be benefitting from.

Examples:

- 70 unemployed adults undertake training

- 100 young people participate in educational and social activities
3.4     Social Impact

Identify the major social impacts that your organisation will have under this Business Plan. Build on your existing strengths and link this to your Strategic Aims and specific objectives. You might want to show this as a table, e.g.

	Objective
	Impacts

	
	Economic
	Recreation
	Social Welfare,  Wellbeing and Cohesion
	Voice or Advocacy Services
	Education
	Social  impact Measures/outputs

	ICT suite conversion
	Facility to support worklessness skills development and personal employability coaching
	Recreational use by local youths  engaged at the Hub or participating in My Choice activities during term time and school holidays
	2 Intergen projects (25 families) supported 

Multi-ethnic integration activities (Linked to adult learning providers) – NB bringing together older people from African-Caribbean, Somali and White communities
	Local residents will be introduced to campaigning opportunities through social media sites and networks
	Evidenced demand from 5 local adult groups for digital inclusion programmes

Range of Design and Desktop Publishing programmes possibly embedded into Intergenerational programme
	2 intergen projects supported 

2 worklessness projects supported

40 families engaged

80 older people engaged 

150 young people engaged 


Are you considering using a framework for analysing this such as social accounting/audit, Social Return on Investment, Social Auditing/Accounts?
3.5
Review of the Market
3.5.1 
Policy Context 

The nature of the work of community organisations often connects to a number of national, regional and local policies and strategies. In relation to a business plan connected to a Community Asset Transfer you main want to mention the Quirk Review or the proposed Community Right to Buy (part of the Localism Bill). Local Authorities may also want you to demonstrate how your project contributes towards meeting Council Corporate Objectives.
3.5.2
Analysis of Need

What is the evidence that what you’re hoping to do will meet an identified need in your community (e.g. it is a disadvantaged area. Are there statistics that prove this? If your aim is to provide activities for young people what is the evidence that this needed [a high youth crime rate; poor educational attainment by young people etc]). 

3.5.3 Analysis of Demand

What is the evidence that people will want to use the services you propose to offer. If you provide the building and the activities within it - will they use it, and importantly will they pay to use it? Market research is needed here.

3.5.4 Competitor Analysis
Are there any other organisations that are providing something similar in the area? Who are they and what do they do? How does your proposal fit in with this? Could you put another community organisation out of business or limit your own success? 

Market research is an essential part of any business that wants to offer products or services that are focused and well targeted. There are two main types of  market research: Quantitative research which involves collecting a lot of information by using techniques such as questionnaires and other forms of survey. Qualitative research samples involves working with smaller of consumers, often asking them to discuss products and services while researchers take notes about what they have to say.  
3.5.5
Market Gaps
What are the market gaps?

What is your Unique Selling Point (i.e. what distinguishes your business from others)?

3.6
Environmental scanning – PESTLE Analysis

The following table provides an analysis of the environment in which the project will be operating based on Political, Economic, Social, Technological, Legal and Environmental issues.
	Political
	Economic

	
	

	Social
	Technological

	
	

	Legal
	Environmental

	
	


3.7
SWOT Analysis

The following table contains an analysis of the organisations strengths and weaknesses and the opportunities and threats to the organisation. This draws on the outcomes of the PESTLE analysis, particularly to inform the opportunities and threats section:

	Strengths
	Weaknesses

	
	

	Opportunities
	Threats

	
	


Summarise the strengths and opportunities identified in the SWOT. Explain how you will build and capitalise on your strengths and take advantage of the opportunities available to you (for how to utilise the risks and weaknesses sections see the risk analysis section). 
4.0
RESOURCES
4.1      Governance
How are Directors selected/elected? Does the organisation have a wider membership? (Social Enterprises are often managed by the community through a Management Committee elected from within the membership. In this section you explain how the organisation will elect these members)

In the Appendices it may be useful to provide short biographies including the range of skills and experience of the board members (as this will give confidence to the Local Authority that even though your organisation doesn’t have a track record, it does have the skills, knowledge and experience within it).
4.2
Staffing
This is a list of the proposed staff (i.e. Manager, Floor Supervisor, Casual Staff, volunteers). 
Explain the terms and conditions offered to the employees. Will they be hourly paid or salaried? How many holidays will they be entitled to? What rates of pay will be offered? Is there a pension available?
How will these staff be recruited?

In the Appendices it is useful to provide a diagram of the staffing structure if it is particularly complex
4.3
Training and Development

This provides the opportunity for you to explain how you will up-skill your staff in order to increase the performance of the business whilst addressing their personal development. This may be particularly important when trying to recruit and keep volunteers 
4.4
Premises

Describe the building your business will occupy (the asset you wish to take on): Is it office space, workspace, storage? How big is it? Does it have disabled access? What are the terms of your lease if you have one?
Yes – this is a business plan connected to an asset based development project or asset transfer project so why isn’t this section bigger? Recognise that the building isn’t the business, but simply a means to an end. It’s what you deliver within it (the business activities) that is important.

4.5
Legal Requirements

This section covers legal obligations such as: Health and Safety, Buildings Insurance, Contents Insurance, Employers Liability Insurance, Public Liability etc. 

4.6
Policies and Procedures

It could also be relevant to explain what policies and procedures have been developed (i.e. lettings policy, dealing with repairs, staff/volunteer security, children and young people, health and safety etc) 
4.7
Marketing

Marketing Aims

There are 4 potential aims of marketing strategies: Raised awareness of your business; Market penetration, securing your share of the market from your competition; Customer retention, keeping the customers you already have; Acquisition of new customers and new service users
Target Markets
Who are you going to target with your marketing information? Why choose these? You need to focus your targeting materials at the customers who are most likely to use your building. Your main target should be willing and able to pay a price for your services that allows you a reasonable profit margin
Marketing Strategy

How are you going to spend your marketing budget: Mail shots; newspapers; via the internet; leafleting; promotions; telesales, word of mouth?
5.0
Capital Finance
5.1     
Summary of Capital Development Work
What surveys have been done, what did his show, has a professional design team been commissioned etc?

5.2    
Breakdown of Capital Costs
E.g.

Professional fees - £

Roof - £
Windows - £
Electrics - £
etc
5.3 
Capital Funding

A summary of the different sources you hope to utilise in order to develop the building (in the environment of an increasing scarcity of grant, organisations are having to become increasingly creative, so raising capital through loan finance, grant/equity/loan combinations or even issuing shares) 
5.4 
Capital Delivery Plan

Outlining the different stages with timescales. A Gantt Chart is often used to demonstrate this
5.5     
Project Management
Who will oversee the capital development, ensure it is taken forward, and protect the interests of the organisation (e.g. a lead officer within the organisation, use of consultants and building professionals, volunteer time etc). 
This form of project management should not be confused with the project management role undertaken by a surveyor or architect, who would oversee the work of the buildings contractor during the development stage. For new organisations starting from scratch it’s not unusual for this role to be undertaken by volunteers (and often by only one or two people).
6.0
Revenue Finance
6.1
Summary of Revenue Finance

Including description of sources (e.g. secured/unsecured grant, income generated through lettings, providing services, selling products etc).
6.2      Pricing Policy

Explain here how you arrived at the price you are going to charge for your products or services. Do you have the flexibility to charge different clients different rates (this is particularly relevant if you hope to subsidise community organisations in a community building by charging more for use by others [e.g. private sector tenants])?
6.3
Budget

3-5 year budget summary broken down annually
7.0
EVALUATION

7.1     Reviewing our progress
How are you going to review overall performance against this plan? You might consider a simple framework such as:
a) Capacity: were we ready for this plan? i.e. how have key functions performed such as governance, leadership, financial management, resource development, programme delivery, communication, and networking.
b) Performance: did we carry out the objectives of the plan? Did we achieve service or project targets, e.g. ICT suite refurbished on time and to spec and budget? numbers of people attending, well run events, effective training etc

c) Outcomes: what were the results and impact arising from us delivering this plan? Do we have a simple but robust way of explaining or demonstrating the benefits that have resulted from the project e.g. social value tool, case studies, evidence of changes in people, places, conditions or policies. 
How, when and to whom will you report on this? How involved will the Board be?
APPENDIX 1 - Staffing Structure
APPENDIX 2 - Director Biographies

APPENDIX 3 - Cash Flow Forecast
Normally a breakdown on a monthly basis for the first year and an annual summary for each year thereafter. This should include any capital phase as well as a revenue.
APPENDIX 4 - Risk Analysis

The following table addresses the risks and weaknesses identified through the SWOT analysis (Threats). It rates each risk item (as either high, medium or low), identifying the likelihood of that risk occurring and the impact it would have on the organisation if it did occur. It then provides an explanation of the strategy that the organisation will employ to either prevent that risk from occurring or limiting its impact if it does. 

Risk analysis is absolutely crucial and it’s often treated in the most tokenistic way possible and included as an after-thought in business plans. As part of your business planning process risks should be considered as soon as you have a clear enough idea about the shape of the business. If you’ve identified risks and strategies for managing them then you should be altering your business plan to reflect that (especially those that will impact on the finances of the organisation). So even though this risk analysis sits at the end of this document the contents of it should lead you alter your business plan. Very detailed risk analysis will also involve linking risk items to finances (i.e. inserting an extra column in the table below to quantify the financial impact). 

	Risk Item and potential impacts
	Occur-rence
	Impact
	Strategy for addressing risk

	Weakened Management Committee through resignation and lack of involvement of Directors
· Trading illegally (i.e. committee doesn’t meet)

· Loss of effective strategic decision making role 

· Lack of support/accountability for staff and loss of staff members
· Lack of monitoring of activity
	Low
	High
	· Regular meetings (bi-monthly) to present plans & proposals for approval & input

· Clear policies and procedures

· Fixed AGM dates
· Linking AGM to community events
· Timetable meetings for year

· Active recruitment of new members and thorough induction to clarify roles

· Cooption of expertise from partnership organisations onto board

	Unstable funding environment leading to
· Potential project closure 

· Lack of job security and high staff turnover

· Funding gaps


	High
	High
	· Funding strategy to be developed & implemented.

· Identification of long term funding

· Maximising use of existing finances

· Renewed focus on output and outcome delivery

· Development of entrepreneurial capacity on board (business development sub-group)
· Forward Strategy to be developed in the short term (including opportunities for public service delivery, geographical expansion and consultancy)
· Ensure diversity of income streams


More advanced business plans will benefit from a sensitivity analysis which includes a detailed analysis of the finances. This could include exploring the financial impact on the budget of occurrences including an increase in interest rates, % shortfall in forecasted income, % increase in costs etc. This enables you to both explore how sturdy your plan is in a constantly changing environment, and what steps you can take to mitigate against these risks.  
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