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1.0
PURPOSE

This procedure provides specific process for analysis, preparation, and formatting of a formal short-term and long-range Business Planning & Budgeting process for Sugar Creek Players, Inc.  The President, along with Executive Committee are key to developing / implementing the Budget and strategic Business Plan.

2.0
SCOPE

This procedure applies to the Budgeting & Planning process to monitor and update, as necessary, the Budget and strategic Business Plan.

3.0
RELATED DOCUMENTS


SCP Board Meeting Minutes

SCP Financial Statements & Previous Planning Documents

 4.0  
PROCEDURE

4.1   Coordination Responsibilities

4.1.1 The President is responsible for developing & coordinating the overall Business Planning process.  Any changes to the approved business plan shall require review, approval, and new revision level.

4.1.2
The President and Treasurer work together to develop and coordinate overall implementation of the Budgeting process.

4.1.3
The President is responsible for assembling the Business Plan and reviewing the Plan. 



4.1.4
The overall authorization / approval of the Business Plan is the 




responsibility of the President with the Board of Directors.

4.2   Outline Business Plan Format

4.2.1
The overall Plan format may include, but not be limited to the   following:

A.  Executive Summary...doorway to the Business Plan.





1.  Objectives





2.  Mission – and higher goals

B.  Organization Overview





1.  Board of Directors, Committee Chairs, Committee Members





2.  History





3.  Productions and Events





4.  Facilities




C.  Productions & Community Offerings




1.  Production & Event Descriptions

2.  Promotional Materials: Website, Newsletters, Email, Posters, Commercial Advertising, Press Releases: Radio and Print





3.  Future Events & Services




D.  Market Analysis
1. Entertainment Analysis: including participants, segmentation,       

distribution patterns, competitive forces patterns, and main competitors...crucial to assessment & strategy.





2.  Success Keys...priorities.




3.  Forecast Community Desires (Patron Surveys)




E.  Business Strategy & Implementation...heart of Marketing & Sales strategies.

1. Market Strategy: including target markets & market 

segments, pricing strategy, promotion strategy and marketing programs. 




2.  Sales Strategy: including Box Office forecast & sales program.





3.  Milestones... most important Strategies to implementation.




F.  Organization





1.  Structure





2.  Board Members...with matrix of skills.





3.  Board Gaps





4.  Personnel Development Plan (Succession Planning)





5.  Other Considerations.

G.  Financial Analysis




1.  Financial Plan...financial roadmap to the Business Plan.
1. Financial Ratios and Break Even Analysis

2. One Year Budget Projections

3. Long Term Outlook

4.3  Acquire Plan Segments Information with Key Business Managers

4.3.1    President: input to all areas. Business Strategy / Implementation  emphasis. 

4.3.2 Executive Committee

4.3.3 Board Memebers

4.3.4 House Committee

4.3.5 Theatrical Committee

4.3.6 Movie Night Committee

4.3.7  Etc.


With the above input, the following steps will be taken to reach a comprehensive, 

effective Business Plan for Sugar Creek Players, Inc.  Reference checklist.


4.4    Review Overall Approach & Objectives with President


4.5    Develop Business Strategy & Implementation Plan (reference Checklist)


4.6    Develop Personnel Plan


4.7    Financial Analysis, Budgeting, and Planning


4.8    Review and Adjustments to Plan with President


4.9    Final Business Plan Approach
5.0 
DOCUMENTATION



Create Budget Forecast Forms (House, Production, Theatrical, Costume Room)



Financial Evaluation 



Information Analyses / Checklist
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