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Project delivery
This section should include detailed information
about the project and describe the services, activities
and facilities it will provide. In describing these,
describe the strategic context for the project. Other
areas that you should cover in this section include: 

� the location(s) that the project will be delivered at

� the target users or visitors to the project including
how many there will be and making reference to
relevant market research and needs analysis

� the total number of people that need this project,
and what percentage the project will reach

� a description of how the project will be open and
accessible to anyone wishing to participate,
including details of opening times, and how any
barriers to taking part or use will be overcome

� how your project meets our equality principles,
listed at the front of this guide. We have produced
a guide called 'Equality Matters' which explains
BIG's equality principles. You can find it on our
website (www.biglotteryfund.org.uk) or request a
copy from your grants officer. 

This section should include a project plan or timetable
for the non-capital elements of the project, covering
all the project's activities and services, saying when
they are due to happen, how frequently they will
happen (for example, daily, weekly), and what you
need to do in order to ensure they can happen. You
may present this information in a Gantt chart. You
should also include any planning and development
work that may take place before the facility opens. All
projects have a critical path, which is the order in
which events must take place for the project to run on
schedule. You should make sure the outcome
milestones detailed in your application are reflected in
the timetable and critical path included within the
business plan. 

Project resources
To deliver the project once the facility is in use you will
need staff. In this section describe the staff you will
need and how the project will be managed, include:

Staffing resources
� details of the staff who will manage this project and

their roles

� details of all the staff posts that will be created for
this project including a staffing structure diagram
that clearly shows existing and new posts, as well
as where the project staff will fit into your
organisation and the reporting lines for the project

� any recruitment or training plans including
timescales and costs.

Management and supervision 
resources (organisation structure and
project structure)
� how staff, volunteers, freelance workers,

consultants and other people involved in the
project will be managed

� who will manage the project finances and what
experience they have

� the way you currently manage your work and any
new arrangements that will be put in place for 
this project

� what policies the organisation already has, and
what policies the organisation will have to put in
place to manage the project.

Volunteer resources
Describe the role of volunteers in the delivery of the
project (give the number of regular volunteers and the
amount of time they will commit, and explain the tasks
they will do within the project).

Partnership working and stakeholders
Describe what the role will be of the partner
organisations involved in the development and running
of your project, what the advantage of involving them
will be, how you will manage the partnership, and what
commitment to the project they will make. Please
include copies of partnership/service level agreement(s).
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Financial appraisal
The financial appraisal should include details of all of
the financial implications of the non-capital elements
of the proposed project. The level of detail that is
included within this section will vary according to the
type and scale of the project. Key considerations that
should be addressed in this section include:

� the costs of recruiting and employing staff and
volunteers, operation and maintenance,
overheads and other specific items of expenditure

� the sources of income, including where they will
come from and whether the money is secured or
not (these sources may come from another grant
maker, a contract, from money you hold in reserve
or from income that the project will generate)

� how you have calculated any income the project
will generate, including any sensitivity analysis that
has been applied to your figures

� details of the assumptions you have made for your
financial forecasts

� details of the assumptions you have made for the
income and expenditure breakdown for any non-
capital related planning and development work (to
ensure the sustainability of the project) that will
occur before the facility is completed

� any in-kind contributions

� details explaining how you will pay back any
money you plan to borrow to fund your project.

Financial planning
This section should include financial forecasts for at
least the first five years of operation of the completed
facility. The level of detail should reflect the complexity
of your project but should generally be monthly for the
first year and quarterly from then on. The financial
forecasts should include a cash flow statement that
forecasts the project's income and expenditure
requirements. 

This section should also include a breakdown of the
income and expenditure requirements for any non-
capital related planning and development work (to
ensure the sustainability of the project) that will occur
before the facility is completed.

Marketing and communications
strategy
This section should explain what methods will be
used to publicise your work and achievements, and
who the target audience is for each communication
method.

Monitoring and evaluation 
This section should provide a detailed description of
how the project will be monitored and evaluated
including:

� the methods you will use to monitor the progress of
the project

� how you will use the information you gather to
improve the way your project is run

� how you will involve the project beneficiaries in
monitoring the project

� the baselines for this work if you are already doing it

� any evaluation plans you have for the project,
including whether you will carry out the evaluation
internally or appoint a consultant (if you intend to
appoint a consultant, you should tell us how you
calculated any cost associated with this in your
budget section)

� how you plan to monitor the long-term impact of
the project.
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Supporting information
Throughout the business plan reference should be made to any supporting information, which provides key

details in support of the business plan. These can be added to the business plan and may include:

� written financial procedures for your organisation

� the latest set of annual accounts for your organisation, if they are more recent than those you sent us with

your application

� organisational policies such as equal opportunities and child protection

� an options appraisal

� feasibility studies

� partnership and service level agreements.

Risk analysis
The business plan should include an assessment of
the risks associated with the project to see if there are
any weaknesses and if there are any threats to the
viability of your project.

There are many ways of assessing the potential risks
to a project such as completing:

� a register for your project that identifies the
potential risks to your project, the likely impact on
your project if the risk occurred and the ownership
and management of the risks identified

� an analysis of your projects Strengths,
Weaknesses Opportunities and Threats 
(SWOT analysis)

� an analysis of the Political, Economic, Social and
Technological factors, which may impact on the
environment in which your project operates 
(PEST analysis).

Risk analysis is most useful when the key
stakeholders of a project participate in preparing it.
This allows for wider stakeholder considerations to be
taken into account. Once the key risks have been
identified your plan should explain how these would
be managed.

Include a table that lists the main risks that may affect
the success of your project. This will help you plan
ahead and be better prepared. For example see
below:

Description Impact Probability Existing Action Lead 
controls required responsibility 

Describe the Rate the impact Rate the impact Explain what Explain what Say who is 
risk – for as high, as high, controls you you will need to responsible for 
example policy medium or low medium or low already have in do to put managing the 
changes or loss place to manage controls in place risk
of key staff this risk or enhance 

existing controls




