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Nurul Syuhada Jasni (UiTM Puncak Alam)

B efore preparing a business plan, it is deemed 
important to understand the objective, significance 
and practicality of the operation plan. Inability to 
prepare a comprehensive operation plan will affect

the efficiency of the proposed business.

Below is a recommended checklist table (with example) for 
the operation plan. The table is referring to the operations 
process of a bakery shop that produces cake.
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Step Description Symbol Picture Time Material Machine/
Equipment

Person in 
charge

INPUT Prepare raw 
materials

Purchase 
neede 
material

Purchasing-few 
days ingredients- 
30 minutes

1. Flour
2. Egg
3. Butter
4. Sugar
5. Vanilla
6. Icing
7. Water

Bowls and 
utensils

Chef 
assistant

PROCESS 1. Mixing Combine 
ingredients 
according 
to recipe B1 Approximately 20 

minutes
Utensil
Big bowls

Chef

2. Baking 1. Pre heat 
the oven

2. Put the 
mixture 
into baking 
tray B Approximately 15 

minutes at 180­
200 Celsius

Cake mixture Oven
Baking tray

Chef

3. Decoration Decorate 
the cake 
based onits 
type or 
customer 
request

Approximately 15­
30 minutes

Decorating 
material

Utensils Chef 
assistant

4. Displaying Arrange the 
cakes for 
display

Approximately 15­
30 minutes

Cake Chillier
Price tag

Shop 
assistant

Output Ready for cake sales

★ The time taken for each step will depend on the type and quantity of output to be 
produced

Table 1: Recommended Checklist for Operation Plan

a. Operation functions with other 
departments.

It is important to make sure that the flow 
is consistent between one department and 
another. As an example, a common mistake 
between marketing plan and operation plan 
is, the average purchase of raw material 
does not reflect projected production 
capacity and sales forecast.

There is a tendency to over or 
underestimate purchases if it is not well 
projected. Moreover, if the projection does 
not take into consideration factors like the 

number of staff, capacity of machines and 
equipment or sales forecast for 2nd and 3rd 
year, the purchase of raw material for that 
year will be inaccurate.

The relationship between operation 
management functions with other 
components are also crucial in the business 
plan. It is important to know what types of 
information that should be transferred to 
and from other departments and how to 
integrate them. Figure 20 shows the flow 
of information that must be identified and 
explored in preparing a business plan.
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1. Target salts
2. Order receive
3. Souices of finance & 

cost determination
4. Purchases maintenance cost
5 Process activities

6. Hiring worker
7. Supply worker
8. Purchaseorder
9. Output delivery
10. Transportation

Oepatrent 
Eder i a factor 
flow

Figure 1: The Relationship Between Operation Management with other Function

b. Another mistake that should be avoided is 
failure to incorporate information obtained 
from the three (3) components of the 
production system that are input, process 
and output. For instance, the information 
specified in the input is inconsistent with 
the information shown in the output.

Hence, the figures for the produced 
output are either too small or too large which

seems illogical because of the inability to 
synchronize all the components into three (3) 
sections that are input - 5M (material, man, 
machine & equipment, method and money), 
transformation process (manufacturing or 
service) and output (end product).

Figure 2 describes the combination of a 
complete production system that includes 
components for every section.
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Figure 2: Production System

It is advisable to prepare the 
list of input as shown in Table 2 
below, so that a more accurate 
and consistent output can be 
estimated.
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Table 2: Example of Input Requirement for a Biscuit Factory

Input Example

Materials flour, sugar, yeast, water

Machinery & 
Equipment

weighing machines, mixers, blenders, oven, racks

Method/
Technology

mixing, blending, baking, packaging, breeding

Man machine operator, general worker, supervisor
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For salted egg business other than salted egg as the main output, ducks and ducks’ eggs are 
also sold if there is a demand and must be considered as an output as well.

OUTPUT 1: DUCK OUTPUT 2: ECGS OUTPUT 3: SALTED EGGS

Figure 3: Manufacturing of Duck eggs

Similarly, Table 3 clearly states the type and size of output produced by the drain gutter 
factory.

Table 3: Types of Output in Drain Manufacturing

Output Types of Drain

Drain U-drain 900mm

U-drain 600mm

Drain24 inches

Drain 16 inches

c. Capacity Planning. Quantity of inputs required for machine and manpower, must be 
optimal to produce estimated output set earlier (as referred to sales forecast in marketing 
plan). Failure to do this, may cause machine or manpower to be under or over utilized 
that may affect overall operation cost. One should calculate the machine and manpower 
requirements so that the quantity of output based on sales forecast can be met. For 
example:

Let’s say, the monthly sales forecast is 910 units of ‘tudung’ and working day per month is 
assumed to be 26 days and 7 working hours each day, the daily production rate will be:

910 = 35 ’tudung’ per day
26

And as for per hour, it is:

35 = 5’tudung’per hour
7

Activity: Measuring and Cutting
One piece of ‘tudung’ takes 20 minutes to be measured and cut, thus within one hour, 3
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‘tudung’ can be measured and cut.

Therefore, the number of cutter required for this activity is:
= Production capacity per hour / manpower capacity per hour
= 5/3

= 1.67 (equal 2 cutters)

Thus, as for scissors, 2 units are required.

Activity: Sewing

A tailor is able to sew 1 ‘tudung’ in 30 minutes, thus, in one hour 2 ‘tudung’ can be 
produced.

Therefore, the number of manpower required for this activity is:
= Production capacity per hour / manpower capacity per hour
= 5/2
= 2.5 tailors (equal 3 tailors)

Thus, as for sewing machines, 3 units are required.

To be continued...

138 | BizNewz2021 elSSN 2600-9811

https://fliphtml5.com/bookcase/cjrho/ 138/154

https://fliphtml5.com/bookcase/cjrho/


07/09/2025, 16:46 BizNewz by Faculty of Business and Management, Universiti Teknologi MARA Cawangan Terengganu

https://fliphtml5.com/bookcase/cjrho/ 154/154

https://fliphtml5.com/bookcase/cjrho/

