Region 24 Project Business Plan Form

A business plan is a roadmap for any project.  It communicates the “value” of a project – for regional projects this includes the fit with the Region’s strategies/goals, mission and values. 

A credible and useful business plan appropriately estimates market sizes (for regional projects, our audience), competition (other conflicting events/projects or projects vying for similar resources), and results (income earned, attendees at events, needs/goals met, etc). 

For our purposes, the business plan will include the following sections:

1. Executive Summary

2. Customer Analysis

3. Competitive Analysis

4. Marketing Plan

5. Operations Plan

6. Management Team

7. Financial Plan

1. Executive Summary:  Concisely explain the regional project – as an RMT we can’t “invest” in nor “sell” what we don’t understand.  Briefly describe the benefits of the regional project.
2. Customer Analysis:  Describe the need (tied to Regional strategies/goals) for the project and the target audience.  

3. Competitive Analysis:  Provide information about potential competition that might impact the project.  Provide analysis and support for customers (our regional members) ability and willingness to pay for this regional project, or for the Regional Team to support a budget towards this project.

4. Marketing Plan:  Describe how those managing the regional project will appropriately market the project in order to have the project be successful.

5. Operations Plan:  Describe briefly the major tasks to be done and provide a timeline overview.

6. Management Team:  List the key team members for the regional project, and the key responsible party.  List any additional resources that might be needed.
7. Financial Plan:   Prepare a draft budget for the regional plan.  This should include as many details as possible.

To Submit a Business Plan

· Complete the following forms and submit to the RMT for review and approval.

Instructions:  Fill in the following information, as completely as possible.
Date: 


Name: 

Submitted by: 
Name of the Project: 
Executive Summary:

Customer Analysis: 

Competitive Analysis:

Marketing Plan:

Operations Plan:

Management Team:

Financial Plan:

DRAFT BUDGET OUTLINE
Note: Depending on the structure of the activity/event, some lines may be blank.
PROJECTED INCOME:
	Item
	Details
	Income
	Totals

	Registration/fee
	(eg. Breakdown of attendees into groups)
	
	

	Meals
	
	
	

	Other: eg. PVI income, raffle, etc
	
	
	

	
	
	
	

	
	TOTAL INCOME:
	
	


PROJECTED EXPENSES:

	Item
	Details
	Costs
	Totals

	Faculty Teaching Fees
	
	
	

	Faculty Travel expenses (all faculty)
	
	
	

	Faculty: Shuttle/Parking
	
	
	

	Faculty: Meals/per diem
	
	
	

	Faculty: Housing
	
	
	

	Staff (chairs, RMT) Travel expenses
	
	
	

	Staff Shuttle/Parking
	
	
	

	Staff Meals/per diem
	
	
	

	Staff Housing
	
	
	

	Facility Room Rentals
	
	
	

	Facility Equipment (see list on next page)
	
	
	

	Meals (see types of service on next page)
	
	
	

	Risers (rental, transportation)
	
	
	

	Music 
	(eg. per copy price, number needed, learning cds, copyright costs)
	
	

	Registration Materials
	
	
	

	Handouts / copies
	
	
	

	Marketing: Flyers, ads
	
	
	

	Supplies (general)
	
	
	

	Telephone
	
	
	

	Postage
	
	
	

	Gifts / Hospitality Baskets
	
	
	

	
	
	
	

	
	TOTAL EXPENSES:
	
	


OPTIONS TO CONSIDER IN BUILDING BUDGET AND PLANNING FOR EVENTS/WORKSHOPS:
	Meal Styles
	___Potluck
___Catered
___Buffet
___Sit Down

___On Your Own

___Bring Your Own

	Dining Room Setup
	___Tables

___Chairs
___Table Service
___Podium

___Dance Floor

___Head Table
___Audio/video equipment
___No host bar


	EQUIPMENT NEEDS:
	Main Meeting Room
	Breakout Rooms
	Other

	Computer
	
	
	

	LCD Projector
	
	
	

	Screen
	
	
	

	VCR
	
	
	

	DVD
	
	
	

	Cassette Tape Player
	
	
	

	Overhead Projector
	
	
	

	Microphone

     Stand up

     Podium

     Lavalier

     Hand Held
	
	
	

	Flip Chart
	
	
	

	White/Black Board
	
	
	

	Pens/Chalk
	
	
	

	Video Camera (s) 
	
	
	

	Video Tapes
	
	
	

	Video Operator
	
	
	

	Easel
	
	
	

	Risers
	
	
	

	Meeting Room setup
(eg. Theater, tables?)
	
	
	

	
	
	
	


REGISTRATION PACKET

	
	# Needed
	# of pages
	Costs of Each

	Agenda/Schedule (RMT member will prepare)
	
	
	

	Handouts:  Faculty; RMT member
	
	
	

	Registration packet
	
	
	

	Name Tags
	
	
	

	Maps/Menus
	
	
	

	Sign-up sheets:  

     for Chorus attendance award;

     for PVIs; 
     for one-on-one meetings;

     Saturday night show
	
	
	

	Evaluation Sheet
	
	
	

	TOTAL REGISTRATION COSTS
	
	
	


PREPARATION - PRIOR TO THE EVENT
· Design a flyer (ask for Marketing assistance) – including a map for those driving to the event (#4 OF BUSINESS PLAN)
· Place event on the regional calendar (#4 AND 5 OF BUSINESS PLAN)
· Advertise the event throughout the region and beyond our borders… not once, but several times
· Develop yourself a timeline for making sure each step is taken care of along the way  (5 AND 6 OF BUSINESS PLAN)
· Document and double-check arrival times for all faculty and outside staff, arrange for transportation

· Have their needs for special equipment changed, since your early conversation

· Have faculty send you any handouts that will need to be duplicated

· Maintain an accurate count, to make sure that you will meet your goal.  You might need to ask for more advertising assistance.

· Make a chart of the deadlines with the facility, and keep them in the loop
Early head count
Final head count
# of meals 
· Assign committees and define how they will help --  with transportation for faculty and some others, setup, registration, techie stuff with the facility, and clean-up  (#6 OF BUSINESS PLAN)
· Prepare all Registration Material and have packets assembled ahead of time 

 EXECUTION - DAY OF EVENT (#5 AND 6 OF BUSINESS PLAN)
· Provide name tags and any handouts to members

· Provide map of premises and indicate areas being used

· Provide schedules that assign members to a demo room

· Provide schedule for directors to rotate to a demo chorus


WRAP UP

· Submit receipts for all expenses to RMT Finance Coordinator
· Prepare a Wrap Up report and send to the RMT members
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