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[bookmark: _8cblwf1jm8k]Nonprofit Business Plan
[bookmark: _mi70kfujpt9e]TEMPLATE


How to use this template: 

1. Go to “File” → “Save a copy” to create an editable version of this template. You can either type directly into the new document or print it out and write by hand.
2. Respond to the prompts and start drafting your business plan in each section below. 
3. When you’re done drafting, delete these template instructions and customize the new document with your organization’s branding and any additional information you want to add.


💡 Read PayBee’s complete guide to writing a nonprofit business plan → 
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[bookmark: _u1qt2i8yfd7x]Part 1: Executive summary 💼
The executive summary introduces your mission statement as an organization. In a few short paragraphs, explain the issue, unmet need, or problem you are trying to address within your community and what core strategies your nonprofit will undertake to address this problem. 
If you were a for-profit organization, you would use this section of your business plan to explain your product and the statistics to ensure this was a lucrative venture. Instead, as a nonprofit, you will explain why readers should care about a given issue and how creating your nonprofit will change your community for the better. Show how your organization is uniquely positioned to make a difference—and what will be different in your community when you succeed. 

















[bookmark: _e9jwoza6mzjk]Part 2: Organizational structure 👔
Even if you are a startup nonprofit with a staff of under five people, it's important to include a section on organizational structure.  As a nonprofit with a strapped budget, you may rely on a robust group of volunteers rather than a salaried staff—and that's OK! Your organizational structure doesn't just include your staff roster or hierarchy of different roles. Outline the number of people you need to get the job done and the roles that everyone plays. This includes regular staff, board members, your management team, volunteers, and other stakeholders. 
Additionally, provide information about the type of nonprofit that you are, and your tax-exempt status: For example, if you are a religious organization, you will likely register with the IRS as a 501(c)(3), while a local association would register as a 501(c)(4).















[bookmark: _j926jdqhjgl9]Part 3: Programs and services 📦
If your executive summary is the "why" behind your organization, think of your programs and services section as the "how." How will you fulfill your mission as an organization? Your programs and services section isn't meant to be generic. Instead, you need to write a specific list of the exact services your nonprofit offers, followed by a description.
For example, if you deliver hot meals to unhoused people in your area, include the following level of detail:
· When meals are distributed (Mondays/Wednesdays/Fridays between 11 am–1 pm).
· Where and how large your service area is (Farragut Square, Logan Circle, and Franklin Park in Washington, D.C.).
· How you distribute your meals (meals are prepared in a catering kitchen in Northwest D.C., packaged in disposable containers, and distributed with three catering vans and a volunteer staff of 12 people).
· Which partnerships are necessary to make your services possible (local grocers donate food, cutting costs by 40%).












[bookmark: _5b21yskeyxhr]Part 4: Marketing plan 📊
Every nonprofit needs to put a marketing action plan in place, although you might call it something different, like “grassroots fundraising” or “major gifts” strategy.  With the right outreach plan, you can grow your pool of donors and target them for upcoming campaigns, events, and fundraising opportunities like Giving Tuesday.
Divide your marketing plan into these three sections:
[bookmark: _uwpvrmphazi6]A. Audience research
Who is your target “audience” for donations? Where will the bulk of your donations come from? Put together stats and figures from similar organizations to help identify who is most likely to give. If you’ve been at this for a while, look at past donations and event attendee lists to put together a profile of your key demographic.





[bookmark: _mi4ejz4q5i5c]B. Competitive analysis
Even though you are a not-for-profit enterprise, you still have to "compete" for donors’ attention. Create a market analysis of other organizations that operate in a similar capacity or serve a similar purpose, then outline why you're different. 



[bookmark: _9uvls0wvwiuw]
[bookmark: _86yw655b5p2f]
C. Marketing roadmap
Based on your research provided in the previous two sections, explain which channels you will use (social media, email marketing, SEO, paid advertising, etc.) and why they are the best fit for your audience. Write explicit goals ("We hope to create an email list of 5,000 potential donors and a social following of 2,000 by year end") and deliverables needed to reach those goals ("We will publish a bimonthly newsletter and publish two posts on LinkedIn and Instagram each week").
















[bookmark: _9m4n7gac19dg]Part 5: Operational plan 💡
Your operational plan outlines the day-to-day necessities your organization needs to get the job done. Like the programs and services section, this list should be nitty-gritty specific and will highly depend on your sector.
For example, returning to the meal delivery example outlined in step #3, your day-to-day operations would include renting equipment, kitchen space, and vehicles; utilities, to cover gas and electric; supplies, including food, meal containers, and office supplies; and people, including fleet management, delivery drivers, kitchen staff, and a marketing team.
















[bookmark: _rzia6d9i725u]Part 6: Financial plan 💸
Your financial plan creates a budget for your entire organization. This section allocates funds to the various sections listed above, including your marketing budget, staff salaries, and operational costs.
To create an accurate budget, you'll first need to do your research. At a minimum, you should provide the following statements:
· Your income and expense reports from the previous year (or 2-3 years if you’ve got more time under your belt!)
· Cash flow statement from the past six months
· Current financial statements, income statements, and balance sheet from your bank account for the past three months
· “Sales” forecast ( your fundraising forecast) for the next year (include a list of fundraising initiatives and events as well as expected attendance and/or income)
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