
My weekly planner
Week commencing .......................................................................................

What is my REASON WHY?

What are my GOALS?

SATURDAY & SUNDAYFRIDAYTHURSDAYWEDNESDAYTUESDAYMONDAY

My key roles My key relationships   Plus                    Minus                 Interesting

Involving others

Who? OPV?

Weekly review:

Any learning?

I’m grateful for...

Try asking...
What if...?
Perhaps...?
Could I...?
Might we...?
I wonder...?
How about?
Maybe...?
Who might...?
How might we 
possibly...?
What if we looked 
at it this way...?
Alternatively we 
could...?

Downsides
Negatives

Pluses
Positives

The money

Project income

Risks

£...........................     Made up of

Capital £.
Working capital £.

Things we need to buy e.g.
equipment (capital assets) and
things we need such as marketing
(working capital) Include time too!

1.                               

2.                               

3.

4.

5.

                               

Item
Activity?

Donated time?

Other?

Total income

First 3
Months

Months
4-6

Months
7-9

Months
10-12

Total
One Year

Materials and resources?

Time?

Other?

Other (indirect) costs

People
Premises
Travel/delivery
Insurance
Printing/marketing
Professional
Equipment
Charges
?

£.                       £.                       £.                       £.                       £.                       

1.                               

2.                               

3.

4.

5.

                             

How we intend to cover the costs...

Costs to get started:

Total costs to get started:

Income to get started:

Gifts/Donations

Other Project

Time

Crowd fund

Grants

Other                               

Total £.

Project activitys:

Direct costs

The money

Cost

For each activity TH!NK 
about any income and the 
costs to achieve it. Use this 
for notes and add to the 
table...

Activity 1

Activity 2

Activity 3

Note on bank records:

We have a BANK ACCOUNT 
and a method to record all 
finance transactions - 
including cash and bank.

Note on VAT:

We have considered VAT and 
know when and where to get 
advice from when needed.

Note on HMRC

We have considered the 
implications of the project for 
TAX/employment purposes.

Total costs £.                       £.                       £.                       £.                       £.                       

£.                       £.                       £.                       £.                       £.                       Income minus  costs

 

My PROJECT  START UP : 

What’s the need (s) 
I’m trying to meet? 
 
1 
 
 
 
2 
 
 
  
 
3 
 

How does my idea 
meet it ? 
 
1 
 
 
 
2 
 
 
 
 
3 
 

How will this be 
sustainable? 

 
OBSTACLES : 
What’s the main thing that’s stopping me? 

 

How will I overcome this? 

 
Repeat …  What else? How else? 
 

RISKS :  
What’s most likely to go wrong? 
 

How will I minimise these? 
 

What are the ‘risks’ of not doing this?  
 

Repeat … What else? How else? 

MARKETING : (Who? How? What?) 

Who might I 
involve ? 
 

How will I reach 
them ? 
 

What’s my pitch ? 
 

Who is already doing something similar ? How might we 
work together ? or learn from each other ? 
 

 

 

 
 
 

The WORLD around me : 
What’s happening and how might it affect 
my project?  

LEGALS:  
 

SOCIAL & ENVIRONMENTAL ISSUES? 
 

POLITICAL HAPPENINGS? 
 

TECHNICAL ADVANCES? 
 

ECONOMIC INCENTIVES? 
 

WHAT ELSE might affect me?  
 

What ASSUMPTIONS might I be making ? 

 

 
 

  

PEOPLE & ORGANISATIONS: 

What reasons are there 
to involve other people 
or organisations? 

Who might get 
involved? 
 

Why might they get 
involved? How will I 
reach them? 

  
 
 
 

 

  
 
 
 

 

  
 
 
 

 

   

 

ASSETS : 

What assets or resources might I need? 

 
 

 

Where might I find them? (Where else?) 

 

 
 

Who might help me? (Who else?) 

The PROJECT IDEA : What do I want to do and why do I want to do it? 

 

THE MONEY :  
There is another 
sheet for this! 
 

PERSONAL RESPONSIBILTY  : Will I take the actions  
 

necessary to achieve what I want ? YES / NO ? 
 


