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THE ROLE OF THE BUSINESS PLAN

As part of its management responsibilities for the XXX Tennis Club, the committee/ association/business prepares or updates a BUSINESS & DEVELOPMENT PLAN to guide the management and operations of the Tennis Club and its activities. The committee/ association/ business should develop and sign-off on the plan to confirm the proposed direction for the ensuing twelve months and beyond. It is important to review the plan on a regular basis so the plan is an effective tool. The plan should be reviewed, updated and adopted on an annual basis.
The Business Plan should be the key guiding tool of the clubs plan for the growth of tennis within the nominated period and act as the reference point for all decisions made.
In summary the plan addressees the following management and business elements
Research 
· A brief overview of the demographic profile of the area so that current and proposed programs and services are aligned and linked to the needs of the area.
· An overview of the tennis related competitors within the catchment including pricing structures and programs and services offered. 
Programs and Services

· The current and planned services and programs that the club provides to its members and to the wider community. This includes an understanding of the current and projected number of visits within each program offered so that performance can be measured. Projections should include goals, targets and responsibilities to support the planned growth.

Organisational Resources

· The current and proposed organisation structure of the club/association/ business including responsibilities of all committee members/office bearers, coach/es and professional staff. This is to include goals, targets and actions to support the designated responsibilities for the programs and services to be offered.

Financial Resources
· A financial forecast that provides a detailed breakdown of all income and expense categories. Forecasts should include cash flow projections and provisions for capital or refurbishment works. The forecast should preferably be for a minimum of a 3-year period. 

Capital works and Asset Improvements
· Plans and/or details and estimated costs of any proposed maintenance or capital works proposed for the facility in at least a three year period. This should be included and reconciled in financial forecasts. This is to include goals, targets and actions to support the designated responsibilities for carrying out the works.
· An executive summary that provides a succinct narration and addresses the above criteria. 

The following Business Plan template is a key tool in the total management of the service that will enable the Tennis Club to realise the full potential of the asset and grow the game of tennis. 

Include as much information as you think relevant but please address all the relevant sections.
ACKNOWLEDGMENT

The Annual Business & Development Plan for { INSERT NAME } Tennis Club for the period 1st July 200X to 30th June 200X is approved by the Board of the { INSERT NAME } Tennis Club/ Association.

The 200X/200X Business Plan was developed knowing the market conditions and the available financial and human resources to realise the goals contained within.

Subject to variations caused by factors which are beyond the control of the { INSERT NAME } Tennis Club, a commitment is undertaken to achieve and strive towards exceeding the requirements of the plan.
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EXECUTIVE SUMMARY

** {Allow at least two blank lines below the heading on all pages}

{The executive summary is a clear succinct narrative / summary of both the long term (strategic) and shorter-term (next 12 months) goals and targets, which are contained in the business plan.  It does not need to contain all quantities and timelines but should give the reader a quick and accurate overview of the main thrust of the business plan.  
The executive summary is written last even though it appears before the main body of the plan.}

This executive summary can be distributed to members/ stakeholders as a way of communicating the direction of the club.
{Try to keep to one page but no more than two}

{DELETE ALL ABOVE TO ** BEFORE TYPING}

EXECUTIVE SUMMARY – continued

DELETE THIS PAGE IF NOT REQUIRED
VISION & MISSION
A vision or aim is a collective statement of what the club is trying to achieve in the medium to long term. The vision is a succinct statement that should describe the ultimate goal of the club. 
A mission or objective is a personal or organizational desired end point in development. It is usually more specific and will often have timelines attached to a service or organisation task. 

e.g the club will strive to double the membership base by 2009
Writing aims & objectives

The task of developing realistic and useful vision (aims) and missions (objectives) might be approached with these simple guidelines in mind:

Remember to think from the user/ members perspective. What will the user/ members be able to

do at the end of the experience that they possibly couldn't do at the beginning?

How many aims or objectives should there be? 
There are no fixed rules; it will depend on whether you are considering the outcomes of a task.

There is no perfect formula for developing aims and objectives, and the approach to be taken needs to be subject specific. Writing aims and objectives is the start of the planning process 
Delete the above and type in your notes.
ACHIEVEMENTS TO DATE

{Write a summary of all the positive things done by the club since the club began or in the last period known.  This can include club highlights, events, tournaments, increased usage, facility development, benefits to the community, including short term and long term items.

This section should reflect on past achievements and lead into the clubs long term aims and strategy for the club
(Here is your chance to boast !!)
Delete the above and type in your notes.

MARKET RESEARCH 

Research information ( max 1 page only) should include:
· Evaluation of your current status (what services are you providing now. How many members/casual visits/ tournaments/ coaching hours is the club presently providing?) 

· Market Research (Who are your competitors and what are they providing/charging?)
· Owner requirements (What does your lease/ contract require? What does your owner want you to achieve?)
· Tennis Australia strategic priorities.  Go to www.tennis.com.au
Delete the above and type in your research notes.

3-5 YEAR STRATEGY
{This provides the strategic element of the process.  This page should give the reader a picture of where the Tennis Club is planning to be heading over the longer term (3 to 5 years)

In consultation with other committee members / stakeholders, review the strategic plan annually to check its relevance and adjust where necessary to be consistent with the proposed direction.
Document (1 page) your strategic plan with
Rationale for the strategies (why and where the club/association would like to be within the timeframe -3-5 years)

Measurements (set realistic targets of what, how many and by when in each of the years)
You may wish to use a table format like the one below

	Strategy
	Current
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5

	e.g   Increase overall memberships
	500
	550
	600
	650
	700
	750

	e.g. refurbish clubhouse
	No plans
	Develop plans
	Get Finance 
	Refurbish
	
	

	
	
	
	
	
	
	


Annual Operations - Goals, Targets and Tactics

All annual goals should be quantified and time lined and directly associated with growing the game/business to meet the longer term strategies outlined in the previous section.

Goals, targets and tactics are established for each major element of the club/business including membership, tournaments, competitions, social use, coaching services, asset improvements and maintenance, and secondary spend.  Each element has one goal expressed in terms of profitability and or usage. Each goal has a one or more targets attached to it, each time lined and quantified. For each target a number of tactics are established outlining how the target is to be achieved.

Note Targets and tactics can and should relate to what you have already achieved and then be reset each year to grow the business. 
The following goals, targets and tactics should be modified to suit your own club and are set as examples only.

(Delete this whole page when done)

ANNUAL GOALS, TARGETS AND TACTICS

Programs and Services
Goal – Increase overall use of the XYZ Tennis Club from ABC to XYZ 
Target I

Increase membership base from X members (as of date) to Y members by (as of date). 

	No
	Tactics
	By When
	Who

	1
	e.g  Establish 2 family ‘come n try’ days at 6 monthly intervals 
	July 1 and Dec 1 
	Membership committee 

	2
	
	
	

	3
	
	
	


Target 2

Improve member attrition (using 6 months rolling average) from X% (as of date) to Y%.

	No
	Tactics
	By When
	Who

	1
	e.g.  Monitor and report the status of the tennis rewards program.
	End of each month.
	Membership committee

	2
	e.g. Conduct 4 social events  
	September
December
February
June
	Membership committee

	3
	
	
	


Target 3
Increase casual court hire from X hours per month in (as of date) to Y hours per month by (as of date). 

	No
	Tactics
	By When
	Who

	1
	e.g.  Run advertisements in all local school newsletters offering half price use for the first hour.
	July 1 and Dec 1 
	Membership committee 

	2
	
	
	

	3
	
	
	


ANNUAL GOALS AND TARGETS AND TACTICS - Continued

Target 4
Increase coaching hours from X hours per month in (as of date) to Y hours per month by (as of date). 

	No
	Tactics
	By When
	Who

	1
	e.g. Run advertisements in all local school newsletters offering ‘buy 10- first one free’ lessons. 
	End of each month.
	Coach

	2
	e.g. Conduct 4 school holiday programs  
	September
December
February
June
	Coach

	3
	
	
	


Target 5
Increase junior competitions from X per year to Y per year by (as of date). 

	No
	Tactics
	By When
	Who

	1
	e.g. Conduct survey to all junior members to determine suitable times.  
	Start of year.
	Coach

	2
	
	
	

	3
	
	
	


Target 6
Increase Tournaments from X per year to Y per year by (as of date). 

	No
	Tactics
	By When
	Who

	1
	e.g. Schedule tournaments to coincide with school holidays. 
	July.
	Tournament committee

	2
	e.g.  Advertise tournament/s with member association  
	August
	Tournament committee

	3
	
	
	


ANNUAL GOALS AND TARGETS AND TACTICS - Continued

CAFE/MERCHANDISE

Goal – Increase profitability to $X

Target CM1

Maintain a Café/ merchandise COGS of 50%. 
 (Note COGS percentage derived by Opening Stock + Purchases - Closing stock divided by Sales x 100).

	No
	Tactics
	By When
	Who

	1
	e.g  Perform reviews of cost price v selling price
	Quarterly
	Club house committee/ Coach

	2
	e.g  Review products sales mix 
	Quarterly
	Club house committee/ Coach

	3
	e.g  Conduct a quarterly stock-take and monitor stock rotation
	Quarterly
	Club house committee/ Coach


SIGNAGE & SPONSORSHIP
Goal – Increase profitability to $X

Target SS1

Maintain a Café/ merchandise COGS of 50%. 
 (Note COGS percentage derived by Opening Stock + Purchases - Closing stock divided by Sales x 100).

	No
	Tactics
	By When
	Who

	1
	e.g  Send letter to all existing sponsors
	Quarterly
	Club house committee/ Coach

	2
	
	
	

	3
	
	
	


MANAGEMENT OBJECTIVES AND ACTIONS

ASSET MANAGEMENT
(One page only)

{This deals with the responsibility to “look after” the club 
Consider what needs to be done over the next 12 months to ensure the club remains or is brought up to optimum operating condition within the resources available.
Key words

Cleaning, maintenance, refurbishment, safety, building, equipment, replacement, 
State what your objective(s) will be and actions you will take to achieve it

Notes

1
Your objective(s) and actions should be a result of an evaluation of your Current Status and Market Research

2
It is not a requirement that the objective and actions are quantified and time lined, in this section, but if they can be please do so using a similar table and layout in the previous section
(Delete/ edit the text to suit)
MANAGEMENT OBJECTIVES AND ACTIONS - CONTINUED

STAFF/ VOLUNTEER DEVELOPMENT

(One page only)

This deals with our human resource responsibility and in particular the development of staff or volunteers within the organisation. 
Consider what the staffing/volunteer needs of the club will be over the next 12 months and what needs to be done to make sure that appropriate (trained and qualified) staff are available to meet those needs

Key words

Training (formal, in house, in service), staff/ organisation structure, recruitment, redeployment, job descriptions, pay rates and awards.

State what your objective(s) will be and actions you will take to achieve it

Notes

1
Your objective(s) and actions should be a result of an evaluation of your Current Status, market research and strategy.
2
It is not a requirement that the objective and actions are quantified and time lined, in this section, but if they can be please do so using a similar table and layout in the previous section
A copy of the organisation structure could/should be inserted here.
(Delete/ edit the text to suit)
MANAGEMENT OBJECTIVES AND ACTIONS - CONTINUED

RISK MANAGEMENT

(One page only)

{This deals with our responsibility to minimise all risks in the club
Consider what needs to be done over the next 12 months to ensure that all risks at the club are identified and that you present a safe environment for users, customers and workers.

Key words

Safety manual, risk assessment, incident reporting, health and safety, financial, physical.
State what your objective(s) will be and actions you will take to achieve it

Notes

1
Your objective(s) and actions should be a result of an evaluation of your Current Status, market research and strategy.
2
It is not a requirement that the objective and actions are quantified and time lined, in this section, but if they can be please do so using a similar table and layout in the previous section
(Delete/ edit the text to suit)
MANAGEMENT OBJECTIVES AND ACTIONS - CONTINUED

BUDGET FORECAST

	
	Last Year

Actual
	This Year

Projected
	Next Year

Budget
	Year 2

Budget

	Income
	
	
	
	

	Memberships
	
	
	
	

	Tournaments
	
	
	
	

	Coaching
	
	
	
	

	Casual usage
	
	
	
	

	Secondary Spend
	
	
	
	

	Other
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total Income
	
	
	
	

	
	
	
	
	

	Expense
	
	
	
	

	Salaries, Wages & Oncosts
	
	
	
	

	Maintenance
	
	
	
	

	Energy – Gas & Power
	
	
	
	

	Insurance
	
	
	
	

	Water
	
	
	
	

	Other
	
	
	
	

	Refurbishment provisions
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total Expenses
	
	
	
	

	
	
	
	
	

	Surplus/(Deficit)
	
	
	
	


BUDGET - CONTINUED

ACCOMPANYING NOTES

Income

1
Memberships 

Includes all income derived from all memberships, 

2


3

4


Expenses
1
Salaries, Wages & Oncosts 

Includes all full-time, part time and casual staff, superannuation, annual leave provisions, occupational superannuation, payroll tax and  work cover. 

2
Maintenance

Includes building and equipment maintenance costs.

3
Energy

Includes the costs of electricity and gas.

4


5


6


BUDGET - CONTINUED

	ADMISSION FEES AND CHARGES
	Current fees
	Proposed Fees

	Court Hire
	$00.00
	$00.00

	Membership - Adult
	$00.00
	$00.00

	Membership - Child
	$00.00
	$00.00

	Membership - Senior
	$00.00
	$00.00

	Membership - Family
	$00.00
	$00.00

	Coaching
	$00.00
	$00.00

	Tournaments
	$00.00
	$00.00


BUDGET - CONTINUED

PROPOSED CAPITAL EXPENDITURE

It is proposed that the following items be purchased during this financial year.  All purchases are subject to the availability of funds and must be approved by the Committee on each occasion.

	Item
	Cost
	Purchase Date

	Item detail
	$00,000
	September

	Item detail
	$00,000
	September

	Item detail
	$00,000
	September

	Item detail
	$00,000
	September

	TOTAL
	$00,000
	


APPENDICES

Any status reports, committee meeting minutes, market research, SWOT analysis, competitor analysis, and other information used in the formulation of the Business and Development Plan can/should be contained here

This could include for example

· Brief Status Report

· SWOT Analysis

· Market Research including

competitor analysis,

customer profile,

local demographics

industry trends and government regulations

· Organisation chart

· Activities and attendances

· Risk management plan

· Proposed maintenance

· OHS plan
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COMMERCIAL AND IN CONFIDENCE


This document and any of its contents are not to be copied, distributed or divulged to any person or organisation without the express permission of XYZ Tennis Club.  All information is considered commercially sensitive and is provided in confidence








