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Writing a Business Plan

While the language of business can seem at odds with the aims of voluntary organisations,
you still need to plan for the future to get things done, and to account to your members, to
funders and the public as you carry out your activities. Writing a business plan can seem
daunting but some simple fips below may help you get started.

Why plan?

« to clarify and meet your aims and objectives

« to set out your goals

« to plan your approach and monitor your activities over time

o to measure your progress, keep on track, manage performance

« toraise money for the organisation or specific projects. It can be shown to other
people who might provide or lend money, eg funders, public bodies, the bank.

e YOU can also use your plan to infroduce new groups of people to your organisation,
such as volunteers or new funders.

o to spot potential risks and problems

e fo ensure you do not accumulate losses

o to ensure you comply with legislation and regulations

If you decide to apply to be a charity then the Office of the Scottish Charity Regulator may
want to see a copy of a business or organisational plan as well as a draft constitution and
also any other documents detailing your organisation’s infended activities.

What should your business plan saye

A business plan is a clear and documented account of the activities you have decided to
undertake over a given period, and the cost of making them happen. It should cover aims,
objectives and strategies, and enable the organisation to deliver more effectively. Business
plans are as individual as the groups that develop them, but some common elements
include:
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« the history and background of your organisation

« current and future activities — what you are going to do and why?

e« When and how you are going to do ite

« How does your project tie in to National and Locall

o what are the strengths and potential weaknesses of your organisation and what
plans do you have in place to mitigate weaknesses

o how will you assess the potential risks to your project?

e Where might the money come from?2 When and how it will be spent?2

o how will you keep track of your progress and spending? How will you monitor and
reviewe

o how will you know if the plan is workinge How will you evaluate?

Remember who you are writing the plan for: your management committee, your staff, your
members, your community, clients and potential grant funders. You should be honest and
realistic when setting out your aims and objectives and how you intend to deliver them.

The information supplied in the ‘public version’ of a Business Plan may be slightly different
to the version you will use for yourself. You should consider the information you supply to
any third party carefully ensuring that any commercially sensitive information.

Who should be involved in the planning process?

Depending on the size of the organisation, it is useful to involve a number — or all — key
players in the development of the plan to varying degrees. In voluntary organisations it is
quite common to consult with clients, service users or members, as well as staff and/or the
management committee. Once your business plan is finalised (including being dated and
version controlled), its good practice to get the finalised version ratified at a meeting of
your Board or Committee so that everyone knows what your organisation is working
towards.
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Useful resources

Aberdeenshire Voluntary Action - Business Planning (avashire.org.uk)

MyGov.scot — Writing a business plan

www. bgateway.com — www.bgateway.com) - Working on a Business Plan

www.goV.uk/write-business-plan - HMRC Business Planning Advice

Writing a business plan - SCVO

The Business Model Canvas — a business modelling tool available free from many online

sources

Aberdeenshire Voluntary Action

We are funded by the Scottish Government and Aberdeenshire’ s Health and Social Care Partnership to support third sector organisations who are delivering a service within Aberdeenshire in the following

ways:

Development: Further information on any of the subjects within this document is available from your local Development Officer. To find out how to contact the relevant person,
please visit our website by clicking here.

Funding Search: Our dedicated Funding Officer regularly updates our funding webpage with information to help fund your group. You can find out more by clicking here.

Office Services: We support organisations by offering services such as independent examination of accounts, payroll provision and PVG services. Further details can be found
by clicking here.

Member Services: You can join us and become a member: Information can be found by clicking here.

We are Aberdeenshire’s Third Sector Interface

Company Number: $C137343

Registered
Charity
SCo14223

T: 03718 110008 W: http://www.avashire.org.uk/ E: enquiries@avashire.org.uk
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