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Business Plan Support  –  help with completion on flipcharts or laptop
It is in the majority of cases vital for individuals and groups to produce a business plan. This maybe necessary when applying for funding however it also a major beneficial tool for organisations to use for themselves as they start up and grow. A document that gives a plan of where they want to go and how they want to get there can be used for people to reflect on and then plan even better for the future.
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Sometimes individuals or groups who are not familiar with Business Plans can feel intimidated by them or they find it difficult to get started. This tool is a simple aid to use alongside the business plan template to get them started.

At initial meetings with clients who need to produce business plans, gauge their response to the template. Sometimes at face value clients will say they are OK with what needs doing and will go away to start to progress. Others will be clear from the start that they don’t know how to tackle the plan and where to start – they find it overwhelming. If the clients who go away to “have a go” still haven’t started the plan when they meet with you again and seem to be avoiding this could also be having problems but are more reluctant to voice this. If clients are OK with template then allow them to work through it normally giving support where they need it. If however there does seem to be a problem then follow the steps below.
1. Talk to the client/s about what their stumbling blocks are. To help them get started ask if they would prefer to work on flipcharts (visual representation of outputs) or using a laptop.

2. If flipcharts are used then display headed flipcharts around the room on the walls. Take headings from the business plan template and turn them into questions e.g.
· Ideas for names of the business
· What is the vision for the business

· What are the aims and objectives of the business

3. You can display flipcharts with questions on them that cover the full content of the business plan. 
4. If you are working with a large group of people give them post-it notes and ask them to look at the questions and answer the questions on a post-it then stick the post-its on the relevant flipchart. If you are working with an individual then either let them do post-its or let them talk to each question and you capture on the flipchart what they are talking about.   

5. At the end of the session the group can look at each flipchart and discuss any conflicting areas. It is a good idea to cluster post-it into groups that are of the same theme and remove duplication.

6. The points from the flipcharts should then be typed into the business plan template this can be done either as bullet points at this stage or into proper sentences etc.
7. If the group or individual chooses a laptop to work with then have the business plan template on your laptop and ask the questions for each heading. As they talk capture the key points for them in the template.

8. During either of these methods if there are points that individuals don’t agree on then note these and either later or at a separate session facilitate a dialogue session to discuss the different lines of thinking and find common ground or solutions. 

9.  The outputs from both sessions can now be looked at and the individuals/groups can start to work from this base to tell their stories, translating the outputs into words for the business plan. 

10. It is appropriate to follow the above methods for the financial elements of the business plan and have sheets which ask for set-up costs and ongoing running costs and also in particular to start to do a cash flow forecast on flipchart to get groups thinking.    
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