
Section 9 Planning sheets

Introduction
This section is made up of four planning sheets, which will help you with various aspects of goal-setting
and financial planning. Each of these sheets relates to a topic in an earlier section and you will find a
reference to the relevant topic at the start of each planning sheet.

You will probably find it most useful to photocopy the sheets so you, and others, can use them as often as
you need to.

The four planning sheets are listed below.

Goals Planning Sheet

Budget Monitoring Sheet

Cash Flow Planning Sheet

Price-Setting Planning Sheet
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Goals Planning Sheet
(See Section 6, Topic 4: Planning Goals)
Photocopy and use this planning sheet whenever you need to set goals that are SMART:

Specific
Measurable
Achievable
Realistic
Time-related

Begin by noting down what it is you want to achieve – e.g. ‘Increase the amount of money obtained
through fund-raising efforts.’
Rewrite your statement as a SMART goal – e.g. ‘By the end of March 2003, achieve a 20% increase in the
amount of revenue generated by fund raising.’

What we want to achieve Rewritten as a SMART goal
Increase the amount of money obtained By the end of March 2003, achieve a 
through fund-raising efforts. 20% increase in the amount of 

revenue generated by fund raising.

What we want to achieve Rewritten as a SMART goal

What we want to achieve Rewritten as a SMART goal

What we want to achieve Rewritten as a SMART goal

What we want to achieve Rewritten as a SMART goal
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Budget Monitoring Sheet
(See Section 6, Topic 7: Financial Planning)
Photocopy and use this monitoring sheet to help you see, month by month, how your planned and
estimated income and expenditure are comparing to your actual income and expenditure, and whether
you are:
1 sticking to your budget, or 
2 spending more than you expected, or
3 not spending or receiving as much as you originally estimated.

This sheet will help to adjust your spending, as and when the need arises.

Month
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Price-Setting Planning Sheet
(See Section 6, Topic 7: Financial Planning)
Photocopy and use this planning sheet whenever you need to work out an appropriate selling price for
goods or services.
1 In the chart below note down all the costs involved in making a product or providing a service.

Proportion of fixed costs – e.g. rent, Proportion of variable costs – e.g. raw 
insurances, loan repayments materials, petrol, labour, heating, lighting

Total: Total:

Add both totals together to get your breakeven price – the price you would have to charge just to cover
your costs:

£

150



2 In the chart below, in the left-hand column, note down your breakeven price.

In the right-hand column add a percentage for your profit. Depending on the amount of profit you want
to make, the breakeven price plus the profit will be your selling price.

For example:

Breakeven price: £10.00 Profit margin: 10% = £1.00
Selling price £10 + £1 = £11
or
Profit margin: 25% = £2.50
Selling price £10 + £2.50 = 12.50

Breakeven price: Profit margin:
Selling price (breakeven + profit)

=
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