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INTRODUCTION TO THE WORKBOOK

This workbook is designed to be used as an aid for hard-pressed project co-ordinators who have just been told by the Management Committee “... what we want is a business plan” - the last two words being pronounced in tones of infinite awe and reverence.  However, it can also be used in group sessions with the aid of a facilitator  and with a bit more development - beware the heresy - even without the aid of a facilitator.

Seriously though, this short booklet will take you step-by-step through the major questions you will have to answer when you put together your plan - the headings and sub-headings in bold type will even give you the structure of the plan.

This workbook aims to cover a number of business plan styles by dedicating itself to no style in particular, rather it sets out to stimulate the questioning approach that all business plan writers will have to address. Business plans are written for many reasons but in the public and voluntary sectors they are most often written:-

· As a management tool - to be used in the day-to-day management of the organisation. This kind of plan would contain a larger strategic analysis section, covering the aims and objectives in some detail.

· As a fundraising tool - to be presented to funders. This plan would have more material related to the prospective funder’s interests.

· As a promotional tool - to be distributed to third parties, customers and users. This would have less information about “Markets” and more information about the services provided.

BUSINESS PLANNING  WORKBOOK

(Start-ups)
A: Summary
	
	You will write this after you’ve answered all the other questions.

It’s a description of your organisation , the finance you need, how much you have got or are prepared to invest, your prospects for growth (and returns)


B:Vision And Mission 

	What is your Vision statement?


	

	What is your Mission Statement?


	

	What are your major Objectives?


	


C: Introduction
	(a) your history (be brief) - use the “lifeline” sheet to chart  your history then put it into words


	

	(b) Brief summary of services currently and/or to be offered


	

	(c) Summarise the constraints on your project BUT try to make them sound positive!

Use information gained from any of:-

· force-field analysis

· SWOT analysis

· PESTLE analysis

· Priority chart

All of these are contained in the “Exercises” sheets at the end of this workbook
	


D: The Team

	(a) The management committee and the staff? Who are they; list previous experience in the field and qualifications and skills if appropriate. Include volunteers.

Do they need specific training / experience / qualifications- if so, how will you ensure this happens?

Set out your management strengths and weaknesses and your proposals to deal with the weaknesses

(As above, see the Exercises Appendix)

Who are your key partners 

Are there any recruitment/staffing requirements?


	


E: Services
	(a) detail the services you currently offer and say why you offer these particular services. Give a brief description of any processes involved in offering these services.


	

	(b) detail any future developments or additional services.

Give a brief description of any processes involved in offering these services.


	

	(c)  who or what is competing with you in each of the service areas listed in (a) and (b) above? - how are they competing with you?


	


F: Markets
	(a) The Users
(i) who are your users/clients (users/end-users/clients). Where do they come from? What’s their background? What do they want?

Are there things they get but don’t ask for or thinks they ask for but don’t get?


	

	(ii)  demonstrate the demand for your current and proposed services

Have you done any research? Sent out questionnaires? Analysed feedback forms?


	

	(iii) how big is your market - how many potential users/end-users are there out there for each of your current or potential services?


	

	(b)  Selling/PR

(I) What is your USP? - your “unique selling point “- your “gap” in the market? - What do you offer that no-one else offers?

Bear in mind that this is what gives you your competitive advantage so you must do this with reference to your competitors.

If you have more than one USP list them all here


	

	(ii) How do you currently “sell” your services to your customers?


	

	(ii) what media are you using? - booklets, personal contact, local paper, mail shots, the World-Wide Web?


	

	(c) Costing and Pricing 

(i) Do you and how much do you charge for each of the services you offer? Is there a differential pricing policy within particular services?


	

	(Ii) What are the unit costs for the services you offer?


	

	(Iii) What do your competitors charge for similar services?

Are you competitive on price?

If not, are you competitive in some other way e.g. Quality, accessibility?


	


G: Finance
	(a) General
(i) What sources of income do you have other than service charge/fees?

Funders 

Successful applications and unsuccessful application


	

	(Ii) Do you have a fundraising strategy?

What is it? (A brief narrative paragraph then bullet-points).


	

	(ii) Do you have financial / service targets?  - if so, what  evidence can you show of having met them.


	

	(b) Premises And Equipment 

Give a summary of your assets and liabilities.


	

	(c) Budgets and Cash-flow 

(i) A brief narrative paragraph then say that you will attach your budget for the current year and your predicted out-turn as an Appendix. Make sure you do it!


	

	(ii) A brief narrative paragraph then say that you will attach a cash-flow statement as an Appendix. Make sure you do it!


	

	(iii) If a profit-and-loss statement is applicable then, as above, give a brief narrative paragraph then say that you will attach a statement as an Appendix. And make sure you do it!


	


Exercises
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1.
The force-field analysis


2.
The SWOT


3.
The PESTLE


4.
Priorities Matrix

The Force-field Analysis
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There are “forces” that will help you get what you want but others that will push you back. 

List each set of forces that are either helping you to get where you want to be or moving you away from that goal.
The SWOT
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STRENGTHS

for each one consider:-

•

  How can we enhance it?

•

  How can we protect it?

•

  How can we use it to our

    advantage
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WEAKNESSES

for each one consider:-

•

  How can we eliminate it?

•

  How can we disguise it?

•

  What does it stop us doing?
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OPPORTUNITIES

for each one consider:-

•

  What stops us taking advantage  

    of it

•

  How can we take advantage of it?

•

  How long will it be available?


[image: image8.wmf]THREATS

THREATS

for each one consider:-

•

  What’s the worst that can happen?

•

  How long will it continue?

•

  How can we eliminate or minimise   

    its effects


The PESTLE

Ask yourself what is happening in the world outside your “patch”. 

Could any of these factors affect your business:-

Political
Economic

Social

Technological

Legal

Environmental
The Priority Matrix
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Chart your Objectives and aims on this matrix then you have to decide which takes precedence, Importance or Urgency.
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