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Getting the money straight

This tool has been designed to assist you with your breakfast club financial planning. It is intended to compliment and enhance the club framework you will have ie. how many members you will have, where the club takes place, operation times etc. Once these basics are established this tool will help you to predict the likely expenditure you will have, and therefore provide you with an income/fundraising target.

Planning in such a way is essential to ensure both your club can get off the ground but also to ensure that you can keep it going into the future. People often forget for example, that inflation will increase your costs on a yearly basis - using the formula in this tool will add that in for you.  

Please remember that this tool is designed to give you an indication of your income and costs and is only as reliable as the information you put into it. Before you start spending check out your sums with a member of your school or organisation's financial management team. It's always good practice to involve them anyway and they may have some helpful pointers to funding that you hadn't thought of.

1. Before you start you need to know:

· The number of members/young people you could cater for. 

· The estimated number of people who you know will come to the club and how many times on average they will come each week. 

· How much per head they/their families can afford/are prepared to pay per session. 

· How many times a week the club will ideally operate and how long each session will be. 

· How much you have to pay staff per hour/session and how many staff you are hoping to employ. 

· Any other associated costs per annum, i.e. insurance, administration, materials, advertising, volunteer expenses, premises hire, training, development etc.

2. The business planner makes the following assumptions:

· The club will operate for 5 days a week, 39 weeks of the year. 

· If holiday provision is offered, the template presumes it will offer 9 weeks over the course of one calendar year. 

· Assumes 10% contingency within the budgeting system (margin for error). 

· Assumes 5% increase year by year, in both income and expenditure. 

· It also assumes that your surplus (should you have one) will be used to form your reserves rather than contribute to your next years' income. Similarly, it assumes therefore that your deficit should you have one will be rectified before the following year commences.

· All of these assumptions can be amended by altering the formulas in the top 'formula' cell.

3. Things to remember:

· In the top section enter annual amounts and the weekly breakdown will be calculated for you. 

· In the bottom section, enter weekly amounts and the annual costs will be calculated for you. 

· It does not calculate gifts in kind, although if a value can be attributed to these it would be useful to include these to show the real cost of the club. Remember though to include them in your income and expenditure sections otherwise you will think the club is financially better or worse off than it really is!

4. Instructions for use

Step One - Anticipated Income:

i) Having gathered all the information listed as required above, enter into cells C9 through to C13 your anticipated income.

ii) If you know your anticipated income for future years, add it in to cells D9 - D13, E9 - E13 etc.

You will notice it provides you with an indication of how much income you have each week the club will be operating over the year. (As per above assumption, this presumes 39 weeks of operation).

You will also notice that the income total in row 14 is your best-case scenario ie. it is calculated on the basis of all spaces being filled by members each week. Even in the most successful clubs this is unlikely!  

iii) Into Cells C16 - G16 enter a prediction of how many vacancies you anticipate each year.  Calculate this by working out how many spaces you think you will have each day (eg. 5) then multiply this by the number of sessions you are having each week (eg. 5) multiplied by the number of weeks of operation (eg. 39).

It will then calculate a more realistic income figure for you. This is then carried forward to the bottom section of the sheet. 

Step Two - Anticipated Expenditure:

Remember for this section, enter the weekly cost and the yearly one will be calculated for you. Each year the predicted expenditure will increase by 5% to cover increases in cost of living/inflation.

i) For the staff time cell, enter the calculation based on the hourly rate of staff, multiplied by the number of staff, multiplied by the number of hours. At this stage add 25% to contribute to tax and national insurance contributions. Then multiply by the number of sessions per week (eg. 6.00 per hour x 2 staff x 2 hours + 25% on costs x 5 days). The template will calculate how much a year you need to spend on staffing. 

ii) Row 28. It will be useful to ensure there is a little bit of money set aside to cover additional wages for staff cover or if you need to increase your adult:child ratio at any point. Assuming something like 24 absences over the course of a year for a club that operates with two staff would be more than enough. (1 absence a month per staff member). 

iii) The cost of the food that you will be buying for the members to eat will depend on the type of menu you are offering. Some clubs spend as little as 28p per head. Others spend over £1. If you operate on the basis of £1 then this should be quite generous. Again, multiply by the number of children and number of sessions per week.

iv) The calculation of rows 31 to 37 works in the same way. If you have been given an estimate for a year's insurance, divide it by the number of weeks you are operating for (it will assume 39 unless you amend the formula) and enter the result into C31. The yearly boxes will then calculate automatically.

v) Administration etc. Again, estimate a weekly cost and insert it into the cell. Remember to include things like staff time, paper, stamps, photocopying etc.

vi) Set up costs. This is the only cell that you can enter as a one-off expenditure. For instance you can enter £500 in year one, then a further £25 in each subsequent year as a top up. This row is not subject to automatic calculations. If in year four you think you will need to replace the club's plates, you can build in additional sums. See the worked example.

The Totals Section:

· Sub Totals - Row 37 - This adds up the predicted expenditure. 

· Total Expenditure - Row 39 - This is the sum you should aim for your income to cover as it includes a contingency figure. 

· Row 41 - Will demonstrate whether your club is going to be financially viable, given your predicted income and your predicted expenditure. It is calculated taking the number of empty places you have predicted into account. 

· Row 42 - Should your club achieve 100% attendance everyday then this figure indicates whether your club will end the year in surplus or deficit.

· You will notice that your surplus will decrease/deficit will increase over the 5 years. This template assumes that your funding will not increase unless you have entered figures that indicate this, but that, due to the increased year on year cost of living, your expenditure will go up by 5%. You will notice therefore the point at which your anticipated income and predicted expenditure cease to balance.

· Row 21 will clearly indicate your fundraising target. 
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