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AA PPLLAANN FFOORR YYOOUURR OORRGGAANNIISSAATTIIOONN

11.. PPuuttttiinngg aa ppllaann ttooggeetthheerr,, iinncclluuddiinngg tthhee tthhiinnkkiinngg yyoouu ppuutt iinn bbeeffoorree wwrriittiinngg,, ffoorrcceess yyoouu ttoo ttaakkee aa
ccrriittiiccaall,, uunneemmoottiioonnaall llooookk aatt yyoouurr eennttiirree oorrggaanniissaattiioonn..
BByy ttaakkiinngg ssuucchh aa llooookk yyoouu ccaann iiddeennttiiffyy wweeaakknneesssseess aanndd ssttrreennggtthhss,, ppiinnppooiinntt nneeeeddss yyoouu mmiigghhtt
ootthheerrwwiissee oovveerrllooookk,, ssppoott pprroobblleemmss bbeeffoorree tthheeyy aarriissee aanndd ppllaann ffoorr ssuucccceessss..

22.. TThhee ffiinniisshheedd ppllaann iiss aa ttooooll wwhhiicchh pprrooppeerrllyy uusseedd wwiillll hheellpp yyoouu mmaannaaggee yyoouurr oorrggaanniissaattiioonn aanndd iittss
ssuucccceessss..

TThhee ppllaann hheellppss ttoo eessttaabblliisshh rreeaassoonnaabbllee oobbjjeeccttiivveess aanndd hhooww ttoo aacchhiieevvee tthheemm.. IItt aallssoo hheellppss yyoouu ttoo
rreeccooggnniissee pprroobblleemmss aanndd wwhheerree tthheeyy ccoommee ffrroomm,, tthhuuss ssuuggggeessttiinngg wwaayyss ttoo ssoollvvee tthheemm.. IItt mmaayy eevveenn
hheellpp aavvooiidd tthheemm aallttooggeetthheerr..

33.. TThhee ccoommpplleetteedd ppllaann hheellppss yyoouu ccoommmmuunniiccaattee yyoouurr iiddeeaass ttoo ootthheerr bbooaarrdd mmeemmbbeerrss,, ccoommmmuunniittyy,,
ffuunnddiinngg ssoouurrcceess,, GGoovveerrnnmmeenntt DDeeppaarrttmmeennttss aanndd ootthheerr aaggeenncciieess..
FFoorr tthhiiss rreeaassoonn iitt iiss iimmppoorrttaanntt tthhaatt yyoouurr oorrggaanniissaattiioonn ddooeess tthhee ppllaann iittsseellff.. AA ppllaann pprreeppaarreedd bbyy
ssoommeeoonnee eellssee wwoonn’’tt ddoo yyoouu aannyy ggoooodd uunnlleessss yyoouu uunnddeerrssttaanndd iitt ccoommpplleetteellyy.. SSuucchh uunnddeerrssttaannddiinngg
ccoommeess ffrroomm bbeeiinngg iinnvvoollvveedd iinn iitt ffrroomm tthhee ssttaarrtt..

44.. RReemmeemmbbeerr:: NNoo ppllaann,, nnoo mmaatttteerr hhooww ccaarreeffuullllyy tthhoouugghhtt oouutt oorr uunnddeerrssttoooodd wwiillll bbee ooff aannyy uussee
UUNNLLEESSSS YYOOUU UUSSEE IITT..

DDEEVVEELLOOPPIINNGG AA PPLLAANN WWIILLLL NNOOTT::

 GGuuaarraanntteeee ssuucccceessss

 RReemmoovvee aallll rriisskkss aanndd uunncceerrttaaiinnttiieess

 AAllwwaayyss pprroovviiddee aa ““ggoo aahheeaadd”” aannsswweerr

 GGuuaarraanntteeee ffuunnddiinngg

DDEEVVEELLOOPPIINNGG AA PPLLAANN WWIILLLL::

 IIddeennttiiffyy wweeaakknneesssseess aanndd ssttrreennggtthhss

 HHeellpp eessttaabblliisshh oobbjjeeccttiivveess

 HHeellpp ccoommmmuunniiccaattee yyoouurr iiddeeaass

 SSppoott pprroobblleemmss bbeeffoorree tthheeyy aarriissee

 GGiivvee yyoouurr oorrggaanniissaattiioonn ccrreeddiibbiilliittyy

 SSttrreennggtthheenn yyoouurr ccaassee ffoorr ffuunnddiinngg

 AAssssiisstt wwiitthh ffuunnddiinngg aapppplliiccaattiioonn
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TTHHEE PPLLAANNNNIINNGG PPRROOCCEESSSS

CCRREEAATTIINNGG TTHHEE VVIISSIIOONN

DDeecciiddee oonn aa mmiissssiioonn ssttaatteemmeenntt::
11.. FFooccuuss oonn tthhee rreessuullttss ffoorr tthhee ccoonnssuummeerr
22.. BBee oouuttwwaarrdd llooookkiinngg
33.. BBee ffuuttuurree oorriieennttaatteedd :: wwhheerree aarree wwee ggooiinngg
44.. MMuusstt bbee cclleeaarrllyy uunnddeerrssttoooodd
55.. MMuusstt bbee bbrriieeff,, eeaassiillyy rreemmeemmbbeerreedd aallmmoosstt aa ccaattcchh pphhrraassee

MMoosstt iimmppoorrttaanntt ppooiinntt :: ffooccuuss oonn oouuttccoommeess ffoorr ccoonnssuummeerrss.. eegg.. ““EEmmppoowweerreedd WWoommeenn”” ((YYWWCCAA))

WWaayyss ooff ffiinnddiinngg aa MMiissssiioonn SSttaatteemmeenntt::

 HHaavvee aa bbrraaiinnssttoorrmm ffoorr iimmppoorrttaanntt wwoorrddss tthhaatt ddeessccrriibbee tthhee oorrggaanniissaattiioonn..

 SSeelleecctt tthhee wwoorrddss tthhaatt eennccoommppaasssseess wwhhaatt yyoouurr mmeemmbbeerrss ggaaiinn ffrroomm yyoouurr sseerrvviiccee

 WWrriittee aa sseenntteennccee,, pprreeffeerraabbllyy aa pphhrraassee..

UUssee tthhiiss oonn aallll yyoouurr ppaappeerr,, nneewwsslleetttteerrss,, ppuubblliiccaattiioonnss ttoo rreeiinnffoorrccee yyoouurr iimmaaggee aanndd yyoouurr sseerrvviiccee ttoo yyoouurr
mmeemmbbeerrss,, yyoouurr ffuunnddeerrss,, ssttaattuuttoorryy bbooddiieess aanndd tthhee ggeenneerraall ppuubblliicc..

OOuuttlliinnee tthhee PPuurrppoosseess

PPuurrppoosseess aarree tthhee rreeaassoonnss ffoorr tthhee eexxiisstteennccee ooff tthhee oorrggaanniissaattiioonn aanndd ffuullffiill yyoouu MMiissssiioonn SSttaatteemmeenntt.. TThheeyy
aarree mmoosstt eeaassiillyy eexxpprreesssseedd iinn tthhee ffoorrmm ooff sseerrvviicceess..
11..WWhhaatt aarree yyoouurr sseerrvviicceess??

NNeettwwoorrkkiinngg aammoonngg vvoolluunnttaarryy oorrggaanniissaattiioonnss
NNeewwsslleetttteerr ttoo sshhaarree iinnffoorrmmaattiioonn
FFoorruummss ffoorr ggeenneerraall ddiissccuussssiioonn
SSeemmiinnaarrss ffoorr ddiissccuussssiinngg ppaarrttiiccuullaarr ttooppiiccss
WWoorrkksshhooppss ffoorr ttrraaiinniinngg ooff ssttaaffff,, mmeemmbbeerrss

22..IInncclluuddee wwhhoo yyoouurr sseerrvviicceess aarree ffoorr -- wwhhoo aarree yyoouurr mmeemmbbeerrss??
33..IInncclluuddee yyoouurr rraannggee -- eegg.. YYoouurr ggeeooggrraapphhiiccaall,, aanndd iinntteerreesstt aarreeaa..

WWrriittee yyoouurr pphhiilloossoopphhyy

AAsskk yyoouurr ccoommmmiitttteeee ttoo ccoommpplleettee tthhiiss sseenntteennccee 55 ttiimmeess::
““ ...................... bbeelliieevveess......................””
CCoommbbiinnee tthhee iiddeeaass ttoo wwrriittee yyoouurr ssttaatteemmeenntt ooff bbeelliieeffss wwhhiicchh wwiillll uunnddeerrppiinn yyoouurr sseerrvviicceess..
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AA GGRROOUUPP PPLLAANNNNIINNGG MMEETTHHOODD

PPllaannss hhaavvee aa ggrreeaatteerr cchhaannccee ooff ssuucccceessss iiff tthhee iiddeeaass ooff mmeemmbbeerrss aarree wwoorrkkeedd iinnttoo tthhee oovveerraallll ppllaann.. OOnnee
mmeetthhoodd ccoouulldd bbee::

11.. IInnvviittee aallll mmeemmbbeerrss ttoo aa mmeeeettiinngg ,, ffoorreewwaarrnniinngg tthheemm ooff tthhee ppuurrppoossee aanndd aasskkiinngg tthheemm ttoo bbrriinngg
iiddeeaass oonn tthhee cchhoosseenn pprroojjeecctt,, ssuucchh aass aa MMaannaaggeemmeenntt PPllaann..

22.. PPrroovviiddee tthhee bbaacckkggrroouunndd aass aann iinnttrroodduuccttiioonn..

33.. AAsskk eeaacchh mmeemmbbeerr ttoo wwrriittee ddoowwnn ((iinnddiivviidduuaallllyy)) aallll tthhee ffaaccttoorrss nneecceessssaarryy ttoo mmaakkee tthhee ppllaann
ssuucccceessssffuull.. SSeett aa ttiimmee lliimmiitt..

44.. GGaatthheerr aallll tthhee iiddeeaass ttooggeetthheerr aanndd aasssseemmbbllee oonn aa mmaasstteerr sshheeeett ((llaarrggee bbllaacckkbbooaarrdd)).. TThhiiss ggeenneerraallllyy
eennssuurreess tthhaatt aannyy ppaarrttiiccuullaarr aarreeaa iiss nnoott oovveerrllooookkeedd..

55.. AArrrraannggee aallll tthhee aaccttiivviittiieess iinnttoo aa cchhrroonnoollooggiiccaall oorrddeerr ooff::
-- ppooiinnttss rreeqquuiirriinngg ffuurrtthheerr iinnvveessttiiggaattiioonn
-- ttaasskkss nneeeeddiinngg nnoo ffuurrtthheerr iinnvveessttiiggaattiioonn

66.. BBrreeaakk ddoowwnn tthhee iinnvveessttiiggaattiioonn iinnttoo ssmmaallll rreessppoonnssiibbiilliittiieess wwiitthh aacccceepptteedd ddeeaaddlliinneess aanndd aallllooccaattee ttoo
vvaarriioouuss mmeemmbbeerrss..

77.. AArrrraannggee aa rreeppoorrttiinngg--bbaacckk ttiimmee.. EEaacchh ffiinnddiinngg sshhoouulldd bbee ssuubbmmiitttteedd aanndd ddeecciissiioonnss mmaaddee
aaccccoorrddiinnggllyy.. AA ccoouurrssee ooff aaccttiioonn sshhoouulldd bbee ddeetteerrmmiinneedd wwiitthh ddeeaaddlliinneess ffoorr ccoommpplleettiioonn ooff eeaacchh
ssttaaggee eessttaabblliisshheedd..

88.. SSTTAARRTT TTHHEE PPRROOJJEECCTT

99.. AAfftteerr tthhee pprroojjeecctt iiss ccoonncclluuddeedd,, aa ““ddee--bbrriieeffiinngg”” mmeeeettiinngg sshhoouulldd bbee hheelldd ttoo ddiissccuussss tthhee pprroojjeecctt aanndd
hhooww tthhiinnggss ccoouulldd bbee iimmpprroovveedd oonn ffuurrtthheerr ooccccaassiioonnss..

1100..CChheecckk tthhee ppooiinnttss oonn tthhee oorriiggiinnaall mmaasstteerr sshheeeett ttoo ffiinndd oouutt,, iiff aannyy,, ffaaccttoorrss wwhhiicchh eemmeerrggeedd dduurriinngg
tthhee pprroojjeecctt tthhaatt wweerree nnoott eennvviissaaggeedd oorriiggiinnaallllyy..

1111..PPrreeppaarree aa rreeppoorrtt ffoorr tthhee ffuuttuurree pprroojjeecctt--ppllaannnniinngg tteeaammss..
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SSEETTTTIINNGG TTHHEE GGOOAALLSS

BBrraaiinnssttoorrmm tthhee ggooaallss,, oorr oobbjjeeccttiivveess tthhaatt wwiillll ddeelliivveerr tthhee sseerrvviicceess wwiitthhiinn tthhee ffrraammeewwoorrkk ooff yyoouurr
pphhiilloossoopphhyy..
AArreeaass tthhaatt nneeeedd ggooaallss::
11.. SSeerrvviicceess :: ffoorr yyoouurr mmeemmbbeerrss -- bbee ssppeecciiffiicc..

ccoommmmuunniittyy lliinnkkss
aannyy ootthheerr sseerrvviicceess

22.. SSuuppppoorrtt :: ffoorr ccoommmmiitttteeee,, ssttaaffff..
MMaannaaggeemmeenntt,, ffaacciilliittiieess,, ffiinnaanncceess
OOrrggaanniissaattiioonnaall ssttaannddaarrddss..

MMAAKKIINNGG TTHHEE PPLLAANN

AA TTHHRREEEE YYEEAARR PPLLAANN iiss pprreeffeerraabbllee..
IItt sshhoouulldd nnoott bbee ddeeppeennddeenntt oonn aavvaaiillaabbiilliittyy ooff ffuunnddiinngg..
PPaarrtt ooff tthhee ppllaann iiss ttoo ggeett tthhee rreessoouurrcceess nneeeeddeedd ttoo iimmpplleemmeenntt iitt..
IItt wwiillll ttaakkee lloonnggeerr aanndd ccoosstt mmoorree tthhaann yyoouu ppllaann ffoorr!!

AADDDDRREESSSS TTHHEE BBLLOOCCKKSS::

EExxtteerrnnaall:: eegg.. FFuunnddiinngg,, ggoovveerrnnmmeenntt ppoolliiccyy,, ootthheerr ccoommmmuunniittyy nneeeeddss..
IInntteerrnnaall:: eegg.. CCoommmmiitttteeee aaggrreeeemmeenntt,, ssttaaffff aallllooccaattiioonnss,, ootthheerr wwoorrkk oonn hhaanndd..

IItt mmaayy bbee nneecceessssaarryy ttoo cchhaannggee tthhee ppllaann ttoo ffiitt ssoommee ooff tthheessee cciirrccuummssttaanncceess..

TTHHRREEEE YYEEAARR PPLLAANN::
BBrreeaakk tthhee ggooaallss iinnttoo 33 yyeeaarr oobbjjeeccttiivveess..
PPllaann aa bbuuddggeett ffoorr eeaacchh ggooaall..
BBrreeaakk eeaacchh ggooaall iinnttoo aa oonnee yyeeaarr oobbjjeeccttiivvee
AAllllooccaattee tthhee ttaasskkss iinn aann aannnnuuaall MMAANNAAGGEEMMEENNTT PPLLAANN..
SSeett bboouunnddaarriieess ffoorr aannnnuuaall eevvaalluuaattiioonn..
SShhooww lliinneess ooff aaccccoouunnttaabbiilliittyy ffoorr eeaacchh ttaasskk..
AA ttiimmeesshheeeett ffoorr aa mmoonntthhllyy aaccttiioonn pprrooggrraammmmee ffoorr eeaacchh ttaasskk iiss pprreeppaarreedd ((aalllloowwiinngg ttiimmee ffoorr ccrriisseess aanndd
iinntteerrvveennttiioonnss))..

RREESSUULLTT

WWhheenn tthhee 33 yyeeaarr ppllaann iiss ddeessiiggnneedd,, tthhee ffllooww ddoowwnn ffrroomm tthhee vviissiioonn tthhrroouugghh tthhee aannnnuuaall aanndd mmoonntthhllyy
pprrooggrraammmmeess sshhoouulldd bbee sseeeenn..

AAss tthhee ttaasskkss aarree ccoommpplleetteedd eeaacchh mmoonntthh,, tthhee sstteeppss ttoowwaarrddss tthhee aannnnuuaall ppllaann aarree rreeaalliisseedd.. TThheerree iiss aa ffllooww
uupp ttoo tthhee vviissiioonn wwhhiicchh ccaann bbee cchheecckkeedd oouutt rreegguullaarrllyy..
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INFORMATION NECESSARY TO ‘MAKE YOUR PLAN’

Data collection and Analysis
The first major phase of preparing a organisation plan is the collection and analysis of data
relevant to your organisation. The information that you find should help you decide if you
want to continue offering the services you are currently offering, expand the operation, or
look for opportunities. A second purpose of this phase is to provide you with enough
information to decide how to best operate your organisation successfully.

1 General Description of Service

In this section of your Organisation plan you need to research and analyse the climate that you
are operating in. Capturing this broader view of what’s happening outside the target market
area is the purpose of the industry analysis. A definition and history of the may be necessary
for people not familiar with your organisation. The following information should be included
in this section.

Size You should determine how large the organisation is. How many people used your service
last year and the number of services provided. How much competition do you face and how
secure your funding is.

Trends You should determine if the need for the service you provide is growing, declining or
stable.

Characteristics Determine the important characteristics of the sector and list those relevant
to your organisation. List those characteristics which could have an impact upon your
organisation, beneficially or otherwise such as Government policy, funding etc.

Sector Outlook Try to find out what is expected to happen within the sector in the future

2. Description of the Organisation/Operation

This section provides background information and a historical profile of how your
organisation was started and how it is presently doing. For an existing organisation the
following topics should be covered.

Name of organisation: Legal name and commonly known name
Date and place of incorporation
Date actual operations began
Key people such as your auditors, accountants, solicitors and if you are in the area of
specialist service provision the qualifications of say child care workers or counsellors.

Brief History Discuss the type of organisation and a brief outline of your growth and
development through the years including major events and discuss the results.
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Names of major stakeholders include funders, sponsors, contractors key stakeholders.

3 SWOT ANALYSIS

A SWOT stands for strengths, weaknesses, opportunities and threats. This is a valuable
exercise to carry out and you should list some of the things you excel at and the opportunities
for improvement that you identify. If you commit these to paper you will then be able to
monitor your progress.

Strengths - these are the things you do best. They are most likely to be the things you are
achieving as well as or better than others. Examples include quality services, high demand
for services, quality staff, community support, sound financial base.
Weaknesses - these are the things that are causing problems. Examples include lack of
awareness amongst your community (target audience) inadequate premises, lack of skilled
staff, inadequate systems such as financial systems, lack of resources.
Opportunities - these are things that offer you opportunities to do better. Examples include
improved service provision, better marketing, staff training, more appropriate premises,
volunteer programme, improved systems.
Threats - these are things that could prevent you from achieving what you want. Examples
include a declining need for your service, Central or Local Government policies, competition,
resources.

4 YOUR PURPOSE
You needs to state clearly your statement of purpose/kaupapa of the organisation. This is a
statement that describes the reason you exist and it should be short, clear and self explanatory.

5 YOUR GOALS AND OBJECTIVES
Once you have worked out your statement of purpose you will need to break it down into
goals. Organisation goals are quite specific but they have a time frame attached to them.
You will probably find that your goals stay pretty much the same year after year. Everything
you do should be judged against your purpose and your goals. If you are considering whether
or not to do something, whether it be changing premises
or adding a new service measure it against your purpose and your goals. If it doesn’t fit then
you probably should not do it. “Stick to your knitting” as the saying goes.

OBJECTIVES
Objectives take goals a step further by being very specific. They should include a
performance measure and a deadline so you know whether (or not) you have achieved
them. It can be helpful to prioritise objectives and they should be read and updated regularly.
(See notes for examples).



MANAGEMENT PLANS
© North Shore Community and Social Services Inc 2003

8

6 STRATEGIES AND ACTION PLANS
These are detailed plans explaining the hows and what’s you will do to meet your objectives.
How much information you include is up to you but it should have:
 an overview of how you will meet the objective (the strategy).
 what you will do to implement the strategy (the action plan) including timings, deadlines,

who is responsible and budgets.
 How you will monitor and evaluate your strategy and action plan.

7 LONG RANGE PLANS
Though you may be preparing your organisation plan to cover only a relatively short period of
time it is important that you also consider your long term plans for the organisation. There are
a couple of reasons why some planning should be done. One a long term plan helps you to
exert some control over the situation that will exist several years from now. You may not
know at present what you would like your organisation to be in five years from now. By
planning though you can determine what you would like your organisation to be in five years
and insure that the organisation is operated in those years in a why that increases the chances
of the organisation being what you would like. The long range plan provides a goal to shoot
for and benchmarks against which progress can be periodically measured. A long range plan
can prevent all sorts of specific problems.

MARKETING PLAN

Creating a organisation plan takes commitment and hard work. But once you have
completed the exercise the next step is a marketing plan. Marketing is the process of
identifying and satisfying your clients’ requirements. It is important to understand who your
clients are, what they want, what they can afford and how and where they want to use it.
Marketing is all about meeting client needs within a particular environment (usually
competitive).

Once you have completed your organisation plan and your marketing plan you have a
blueprint for your organisation.

Adapted from
North Shore Community and Social Service Council seminars
ANZ Business Partnership - Your business Plan
Data Collection and Analysis readings - author unknown
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NOTES TO ASSIST YOU PREPARE YOUR PLAN

1 Description of programmes and /or services

Explain what it is you are providing. Be specific the reader should have more than a vague
idea about your programmes and/or services.

Status of Programmes and/or Services Are your programmes and/or services available
now. If not what needs to be done to develop them. Is more research or development
required.

Competition/exclusivity Do your programmes and/or services have any competitive
advantage and how long is those advantage going to continue (is anyone else offering a
service in your area?)

Comparison to competitive Programmes and/or services Identify those programmes
and/or services which you think will be competing with yours. List the advantages and
disadvantages or your products vis a vis your competition.

Clients The first step in researching your clients is usually to determine who is your target
market. Who are your clients? Information can be found from previously published sources,
from others currently involved in similar services. Other possibilities include the undertaking
of primary research yourself ie interviewing potential users, you could talk to “experts” in the
field and see if there is consensus about who their clients are. Or you may have enough
expertise in the field that you can adequately pinpoint the primary clients without any
additional research.

Once the likely clients have been identified/determined the next step is to collect information
about those clients. In which locations are they found. How many are there in each of these
locations. Is this group of clients increasing or decreasing in size. What other characteristics
of these clients may have an effect on the success or failure of your services.

To this point you have determined who your clients are, where they are, how many there are
and what trends or characteristics within this group are likely to effect your services. The next
step is to determine why these clients will or will nor use your programmes or services, why
they will or will nor buy from our competition and what they expect from our organisation.
Following are some specific questions you may want to answer. Why do people need/use or
educational, social benefit, recreation, programs and services. What factors are important in
the clients decision?

Considerations could be cost, quality of service, appearance - aesthetically, culturally
appropriate, or size, standards of services, programmes offered such as creche, support
groups.
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Organisation Considerations could be location and facilities, accessibility, reputation
method(s) of marketing, time services are provided, advertising and promotion, variety of
programmes and services offered, appearance and/or attitude of staff and/or volunteers,
capability of employees.

Demographic considerations for example any shifts in population, income, age, sex,
ethnicity, physical changes in the area, economic, social or demographic changes.
Changing customer attitudes or lifestyles eg of parents working, high percentage of
beneficiaries

Obviously the more that you know about your potential clients the better off you will be. It is
suggested that as a minimum you have an understanding of the following:

 Who your clients are likely to be. Determine in as much detail as you think appropriate the
income, sex, ethnicity, age, education etc characteristics of your potential clients, ask
yourself how can I use this information?

 What do the potential clients think of your programmes and/or services. What do they see
as the weak points. Can you use this information to make your services appealing to the
potential clients.

 The outlook for your organisation, based on your customer research - will we have
enough/too many clients to make the service viable.

Market Trends and Outlook

While historical data and market size is important, it is not correct to merely project from that
data into the future. Other factors may cause the market to change drastically. One way to
estimate the outlook for the future is to analyse trends that are occurring or are expected to
occur in the market. The analysis of these trends is important not only to determine market
size but also to determine how you can best operate in the market..

Your research may require primary or secondary sources depending upon your market. If your
market is a large one you may find the information from published sources. For small or
specialised markets however it may be necessary to list all the organisations providing similar
services and compare them.

Determining the trends in the market is also done through a combination of primary and
secondary research. There may be a lot of things happening in your market but do they all
effect you in the same way. Consider whether there are significant changes in the outlook,
opinions or behaviour of people in the market. Non demographic trends may also be found in
secondary sources such as opinion polls found in your local newspaper. You should talk to
service providers and community leaders to get their opinions about changes. Following this
you may want to undertake a survey or series of interviews with a small sample of people in
the area.
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Competition

A very important part of your market is the investigation of your competitors. When
undertaking this research don’t think of the service providers as enemies, consider them as
sources of information. Look at how the various organisations operate and see if there is a
correlation between the methods of operation and success. Determine if there are possibilities
that are being overlooked.

Description of competitors - list any expected or potential competitors and their
approximate size and stability. This exercise can be helpful to you in ensuring that the
individual components of your marketing strategy are complementary. Sometimes
components of your service that make sense when considered individually do not make sense
when viewed as parts of your overall strategy.

One useful way of setting your overall strategy is to think of it in terms of the image that you
want your organisation to portray. For your business plan you should include a one paragraph
statement of your overall marketing strategy. For many of the groups that Council is involved
in this is probably contained in their incorporation aims.

A MARKETING PLAN
HOW DO PEOPLE VIEW OUR ORGANISATION

It is useful to review the date you have collected for your business plan and try to visualise
your general approach to marketing your services. Marketing plans should not be used in
isolation but as an integral part of a your planning process.

Advertising and Promotion
You should discuss your planned advertising is it by a newsletter, community newspaper,
flyers.
Decide on the purpose/s of your programme Are you trying to increasing awareness
of your services, facility or programmes.
Decide who the advertising will be directed at from your market research and knowledge
of the organisation you should already know who your potential clients are likely to be. Will
your advertising be directed towards the general population, your entire target market or a
portion of that market. This will be influenced by whether you have too many/not enough
clients.
Determine the amount to be spent the frequency of the advertising, the contents of the ads and
how you will measure their effectiveness such as responses.

COST OF SERVICES

In this element of your business plan, you’re asked to discuss your policy on costs.
Some factors to consider are your contracted service, consumer perceptions what are other
people charging, what the market will tolerate.
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Method of Promoting your services
You should first explain how you will promote your services. Will you use your own staff and
volunteers and if so what qualifications do you require, will you have a training programme.
Do your staff actively promote the facility and programmes.
Adequacy of premises is the property large enough to allow for future expansion, is the
property too large resulting in high costs, is accessible, is the parking area sufficient -Physical
standard, maintenance are the facilities conducive to an running an efficient programme.
Length of lease Is the length of lease appropriate to your needs?
Government regulations Is the zoning and other regulations of governmental bodies
satisfactorily met, are you able to operate the services you want.
Key personnel and Supporting professional services
In this element of your organisation plan you are asked to identify the key people in your
organisation. Include an organisational chart and the duties of key personnel.
Identify the various services that you expect to use for advice such as your accountant,
lawyer, auditor, bank, advisers.

STATEMENT OF PURPOSE AND YOUR GOALS AND OBJECTIVES
Once you have worked out your statement of purpose you will need to break it down into
goals. Every service you offer should be judged against your purpose and your goals.
Example:

Kids’ Programmes
Statement of Purpose - “Kids’ Programmes will focus on educational programmes for 5 - 10
year olds”.
Goals
1 Achieve an income better than 1996
2 Provide a return that adheres to our policy (maybe the service is part/fully subsidised
and you only need a minimal/nil return)
3 Concentrate of providing programmes that are popular and minimise

programmes that are poorly attended.
4 Concentrate on positive programmes that are educational.

Business Objectives
1 Achieve a gross income of ?
2 Achieve a net profit ? this financial year
3 Achieve a minimum of 12 participants per programme.
4 Build awareness of Kids’ Programmes’ philosophy of ‘wholesome positive’

programmes that are educational to 60% of parents of 5 - 10 year olds that live
within 10 km of the organisation.
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AN EXAMPLE OF AN ACTION PLAN

1 Set up a system that will record demographics, research and historic information
on past programmes.

Deadlines: Evaluate and refine suitable systems by 31st March
Instigate system 30th April

Responsibility: Research Officer
Budget: $200.00

2 Review programmes for second half of year to ensure they meet clients needs.
Deadlines: 30th May 1997
Responsibility Manager
Budget: $0.00

MONITORING AND EVALUATION

Your business plan is not something you do once and then forget. Now that you have
established your targets it is important to monitor your progress regularly and compare your
actual performance with your predictions. Are you doing that by research such as
satisfaction surveys, public meetings, independent evaluations.

Adapted from:

Seminars conducted by North Shore Community and Social Service Council
ANZ Business Partnership - Your Business Plan
Data Collection and Analysis readings - author unknown
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(AJ Associates)

1. NAME OF ORGANISATION

2. LEGAL STRUCTURE OF GROUP - ie. Whether incorporated, under umbrella of, etc.

3. MANAGEMENT STRUCTURE - How organisation is managed, names of committee,
chairperson, treasurer, auditor.

4. ADDRESS - Postal
- Physical Address (street address)
- Phone/Fax No.

Vision OR Mission Statement

What is the purpose of your organisation?
What does it exist for?

5. GOALS - What sort of service are you going to deliver in the next 3 years?

Who will be the clients? (You probably won't be able to meet every need). Will you
target particular groups of clients? The statement of purpose in constitutions often has
groups providing services to all clients regardless of the degree of need. Is this realistic?
If not, how do you 'fine tune' your clientele?

6. KEY OBJECTIVES - What results do you want this year?
Be specific.
Which key areas do you want to focus on?
How will you know when you've achieved these objectives?
If you are successful, what will have changed?
What will be different if you've reached you targeted clients?

7. TASKS/ACTION PLAN - Who is going to do what?
By when?
What resources do you need?
What's your time line?
Build in the steps that will allow you to measure how you're doing.
How do you keep track of what you are achieving?
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EEVVAALLUUAATTIIOONN

How are we going to evaluate our progress? Is it to be external - by a PUBLIC MEETING
maybe. Is it to be internal - only THE MANAGEMENT?

If you are an Incorporated Society you have a responsibility to your members to allow them to
have input.

E X A M P L E S

GOAL 1.

To foster a well informed membership and to be responsive to their needs.

CCHHEECCKKLLIISSTT

FFOORR

GGOOAALL RREEVVIIEEWW

* Is this goal one of the main reasons for our programme?

* Is this goal a main reason for our agency's existence?

* Is this goal related directly to the original need?

* How much has the need changed?

* Would our relevant target group agree with this goal?

* Would we keep this goal if the budget were cut?

Within each goal there must be objectives.

OBJECTIVES - Fall into two basic groups. Should be clear and measurable, contain criteria
for measuring achievement and be subject to a time limit.

EXAMPLES OF OBJECTIVES FOR THE ABOVE GOALS

OBJECTIVE 1. To survey members on priority needs.

OBJECTIVE 2. To provide newsletters that are user friendly and encourage contributions
from members.

OBJECTIVE 3. To ensure the organisations has current information on Local and Central
Government Policy changes affecting the Welfare Section.
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Survey members within 3 months and evaluate needs.

Provide a minimum of 10 monthly newsletter to members.

Ability to be more responsive to requests.

RESPONSIBILITIES AND ACCOUNTABILITY
OF MANAGEMENT MEMBERS

It is always important to ensure people are accountable and the

work is divided evenly. The WORKING COPY of a management plan

should clearly indicate who is responsible and when a task can

be completed by:

EXAMPLE

TASK
WHO IS

RESPONSIBLE
COMPLETION

DATE

GOAL 5 (E) CHAIRPERSON DECEMBER 1995

GOAL 6 (F) J JONES/TREASURER MARCH 1994
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* A mandate for staff.

* Makes funding applications so much easier.

* A forum for a management committee to explore the purpose and values of an
organisation.

* Increases efficiency.

* Keeps an organisation focused.

* Indicates an organisation is well organised and has a direction.

* Confirms the direction for new members.

* A tool for attracting new Executive/Management committee members.

TRY IT - GETTING STARTED IS THE HARDEST
PART BUT YOU WILL BE AMAZED AT THE

BENEFITS
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CONSTITUTION
GOALS VISION FOR THE

FUTURE
 broad

 no time limit
 not measurable

EXISTING SERVICES
AND POLICIES TRENDS

STRATEGIC OBJECTIVES

specific
measurable
time bound

realistic

OBJECTIVE/WORK PLAN OBJECTIVES FOR
FOR INDIVIDUAL SERVICE

DOING THE JOB

What impact do we have on
What had changed for our issues for which we are funded?
individual clients?

How effective are our services
How can these resources provide for our clients who use them?
a more effective or more quantity of
service? How well do we use resources to

cater for potential clients?

Benefits v costs of what we do?

HOW WELL HAVE WE DONE?


