ARTS COUNCIL OF WALES

BUSINESS PLANNING TEMPLATE
EXECUTIVE SUMMARY & SEVEN KEY SECTIONS

Executive Summary

Your Business Plan will need to have an Executive Summary which should be relatively short and succinct and should include the following:

· Mission Statement outline
· Key Stakeholders
· Proposed directions and activity
· Activity Plan outline
· Ownership – how was the plan developed, who was involves, when the Board approved it
While the Executive Summary will be at the beginning of your plan, it is the section that you will do last as it is summarises the key points in your plan.

Seven Sections

There are essentially 7 key sections to your Business Plan which are:

1. Mission aims and clear statement of objectives

2. An overview of your organisation
3. The context and the market you work in

4. Operational Resources/Staffing, Management & Volunteers

5. Timescales & Activity Plan

6. Budgets and financial forecasts

7. Milestones & Monitoring

You will find below an outline of what each section should include.  The order in which you present sections 3-7 can be varied and you may wish to include visuals such as charts and/or visuals of the activities that you undertake.

The template can be used for you to make notes, write narrative, or simply as a checklist as you develop your plan. Remember that this plan has to be “owned” by the whole organisation – it is your map for the future and it will need everyone to be involved at some level in order for it to be successful.  This template can help you see where other members of the organisation need to deliver sections or information for you to complete the plan and for you and the organisation to deliver it successfully. Please refer to the Business Planning guide – Why, What, How for further details on the planning process and what your plan should contain.
	1. An overview of your organisation – its mission and aims

	This section should begin with the mission and the aims of your organisation. 

Mission 

A Mission Statement 

· What is special, distinctive and      different about your organisation;

· What it aspires to do;

· For whom and/or with whom it will do that

· How it will achieve that.

The Mission Statement should be concise and clear lines, and should be easily remembered by everyone in the organisation.

If you have not already done so, you may need to spend time internally to facilitate discussion about and agreement upon a clear mission statement for your organisation.

This should involve staff at all levels, and also members of your Board/Management Committee.

Aims

The Aims of your organisation will explicitly support the Mission Statement, and will describe broadly the main aspirations of your Business

Plan.

Again, try to keep your statements simple and easy to understand by the outsider, but you can allow for somewhat more technical language.

Objectives
This section is an explanation of your key organisational objectives for the period of your plan.  This can be either entirely narrative or if you prefer a spreadsheet, with an accompanying narrative.

While describing the Mission and Aims allows you to present the aspirations of your work, this section must be facts and figures.

SMART

Objectives must be:

Specific: clearly numbered

Measurable: easily demonstrated and monitored

Achievable: within the current climate

Realistic: within resource levels available

Timed: set to an agreed timescale

This SMART structure is useful for testing assumptions and ensuring that the can really be implemented


	

	2. Overview 

	The overview will include some or all of the following:
· When your organisation was founded
· Major milestones in its development
· Achievements in recent years
· Key stakeholders: main funders, project champions, and how you fit within their policies 
· Organisational status: a charity/limited company
· How managed: Trust status; Board of Directors; Management Committee
· Factual information e.g. auditors, bank and legal advisors; 
· Number of staff (full and part-time) or volunteers
· Key staff: length of time in post, individuals of particular note
· Policies e.g. Equal Opportunities
.

	

	3. The context and the market you work in

	This section involves a description of the environment in which you work, an evaluation of the numbers and kinds of people you currently attract and estimates of the potential and likely demand in the future.

Depending on the level of detail and information you are able to obtain, this section may be fairly substantial.

It should contain information about:

· Context including assessment of current trends, opportunities for growth or threats to development

· Competitor analysis

· Current audience and/or participant and user profile: its size and characteristics

· Potential audience, visitor and user profile(s): - size and characteristics

· Marketing strategy


	

	4. Operational Resources/Staffing, Management  & Volunteers

	This section contains details of the resources that you will need to deliver your plan. This should include:

Governance

The structure of the organisation and

Information on the members of the board/management committee

Staffing/Volunteers

A description of your existing membership structure, detailing principal responsibilities 
Current staffing/no. of volunteers
Future staffing or restructuring

(the above can be shown in an organisational diagram)
A brief summary of existing skills and experience  
Outline of current staff and volunteer training policy

For both of the above:

· The reporting structure
· A summary of appraisal systems  
Policies

List of policies such as Equal Opportunities and when these will be reviewed
Capital & Technical

Any requirements for increased investment in equipment, buildings, transport, or other capital improvement. This may include updating technical or computer hardware or software. 
These should be costed as fully as possible in your budget with notes where necessary on how these will be funded
	

	5. Activity Plan and timescales

	A timescale of key activities and developments, how this meets your aims and objectives, how this will be resourced. 

Timescales should be realistic and defined over the period of the plan – don’t try to do everything at once or by yourself
It is important to agree the activities, responsibilities and timescales with all those involved. A simple chart can be used to demonstrate this showing activity for each year or period within a year. (see separate Action plan template)

	

	6. Budget and financial forecasts

	This section contains your budget and cashflow for the period of the plan including income and expenditure forecasts. 

Attach any notes to allocation such as funding which may have to be applied for or is not yet committed. 

Also if there are variations from year to year such as increases in staff costs or artistic activity attach a note and cross reference to the section in the plan which will give further details. 


	

	7. Milestones, Monitoring and Risk

	Milestones
These will show when particular developments or activities are due to be completed. These should also include when the plan, policies and strategies such as Marketing/Audience Development will be reviewed. 

Your Activity Plan will act as a checklist and reminder of agreed action in conjunction with the monitoring of financial information to ensure that you are on target and within budget.
Monitoring
The process for monitoring will depend on your organisation’s reporting procedures but you should plan regular monitoring in order to ensure that you are meeting your agreed aims and objectives and if necessary making any necessary revisions or adjustments to targets or activities to the plan.

Suggested monitoring timescale could be:

· Senior team/volunteer committee – twice a year

· Board/management committee- annually
Risk

Your monitoring should include a regularly updated procedure for risk analysis and assessment.  Your detailed current risk analysis could be included as an appendix but the Plan should state how and by whom and how regularly risks are assessed and what contingency plans to meet these risks you have in place. (see separate Risk templates)

	


