
 
 

Business Planning – Information Sheet 

A business plan outlines the purpose, aims, objectives and future plans of an organisation. It 
is a clear strategy of how the organisation will develop over a fixed period of time (usually 
three to five years). 
 
Why do you need one? 
 
As well as providing vital information for funders and other partners, a business plan ensures 
that an organisation has clear goals which everybody understands and can work towards. 
And it outlines the methods by which those goals will be achieved.  This factsheet looks at 
how you might go about creating one. 
 
Step 1: Review where you are now  
 
A business plan for the future rests on a thorough understanding of where you are now as 
an organisation. Carrying out a SWOT analysis (Strengths, Weaknesses, Opportunities and 
Threats) or a PESTEL (Political, Economic, Social-cultural, Technological, Environmental and 
Legal) are useful tools to help you do this. Consider any strength you can build upon and any 
weaknesses you need to address. What external influences are impacting upon your 
organisation (changes in the law, government policy, users)? 
 
The initial review is very important. Information can be gathered from a number of sources, 
including service users, staff and volunteers. The data should be as full as possible, including 
quantitative (numerical or ‘hard’ data), as well as qualitative (‘soft’ data including people’s 
experiences and feedback). Look at any current services that you offer and how these are 
being managed and processed.  How do you currently measure success as an organisation? 
 
Step 2: Revisit your vision and purpose 
 
Consider your vision, mission and aims and where you want it to be in three or five years.  
Take the opportunity to ensure that these are clearly stated and understood by everybody 
involved: 
 

• A vision statement – describes your idea for the future – what you want to see 
happen  

• A mission statement – describes the main purpose of the work that your 
organisation wishes to carry out in relation to your vision 


