Business Planning Process 


	CHECKLIST: GETTING ORGANISED

	Steps
	Notes
	Who? When?

	Agree on values to be used in the planning exercise.
	Stress honesty, openness, problem solving, consensus (or otherwise decision-making), commitment to the long term.
	

	Define membership in planning group.
	Ensure if possible that: 

· the planning group has a level of authority adequate to make decisions on behalf of the organisation. 

· the planning group has the technical and community knowledge required to provide informed input to the planning process. 
	

	Define and agree on mandate, role and authority of planning group.
	Refer to each structural relationship to determine how the organisation defines and agrees upon the mandate and authority of the planning group.
	

	Define communication and reporting link between planning group and stakeholders
	
	

	Establish overall values and reality of business communities.
	
	

	Review the function and process of strategic planning.
	
	

	Agree with planning committee members on process, schedule, information needs and resourcing for plan development.
	
	

	Define goals, objectives and outputs of planning exercise.
	This will be done by the planning group as defined in the strategic planning process under the three structural relationships.
	

	Using organisational checklist, identify probable areas of difficulty anticipated in planning process, and agree on how they will be handled.
	Refer to Organisational checklist 
	

	Identify ancillary training to support the planning process.
	This should be determined by the management. 
	


	CHECKLIST: SITUATION ANALYSIS

	Steps
	Notes
	Who? When?

	Review history of organisation.
	· Mission 

· Past programs and services 

· Accomplishments and lessons learned 

· Other planning initiatives 
	

	Review status of organisation.
	· Current programs and services 

· Staffing level and structure 

· Funding sources 

· Current budget and financial situation 

· Linkages and alliances 

· Current planning status 

· Method of determining business community needs 

· Perception of the organisation in the business community 
	

	Discuss the organisation's long term vision.
	
	

	Discuss issues that have prompted this planning exercise.
	
	

	Begin analysis of Strengths, Weaknesses, Opportunities and Threats (SWOT) by reviewing opportunities facing organisation.
	Future: Needs of client groups and business communities. This will be done through the SWOT analysis.
	

	Review threats facing organisation.
	Determine what future factors may negatively impact on organisation. 
	

	Review strengths of organisation.
	Current strengths 
	

	Review weaknesses of organisation.
	Current needs 
	

	Review trends affecting organisation and business community.
	Analysing economic trends, labour market information, demographic and census data, etc. 
	

	Identify critical issues and choices facing the business community / organisation.
	In the form of key questions that need to be answered.
	


	CHECKLIST: PLANNING

	Steps
	Notes
	Who? When?

	Revisit the Planning Cycle.
	Review continuity between Issues, Mandate, Vision, Mission Statement, Goals, Strategies, Objectives, and Action Steps. 
	

	Develop or review Vision.
	Ensure that the Vision Statement… 

· States the broad goal of the organisation 

· Describes what the Board and stakeholders expect to accomplish through the work of the organisation 

· Describes the impact the organisation hopes to have on society at large. 
	

	Develop or review Mission Statement.
	Ensure Mission Statement... 

· Defines the purpose of the organisation 

· Defines the services of the organisation 

· Defines the organisation's clients 

· Defines the scope of the organisation's activities 
	

	Formulate Goals.
	Establish broad statements of need or purpose based on issues and choices identified in preceding section
	

	Set Priorities.
	Establish which goals are most important, given business community needs and the resources available to the organisation.
	

	Formulate Strategies.
	Discuss alternate approaches to achieving goals, and decide on preferred approach.  Needs to link with each goal specifically.
	

	Formulate Objectives.
	Decide on specific, measurable, achievable and time-based objectives that will achieve goals. SMART objectives.
	


	CHECKLIST: OPERATIONAL PLANNING

	Steps
	Notes
	Who? When?

	Formulate Action Steps.
	List the specific tasks that must be carried out in order to achieve the objectives and be very clear about who takes responsibility for each action.
	

	Assign Action Steps to a specific person.
	
	

	Schedule Action Steps.
	Sequence action steps in appropriate, logical order, and set a date. Date may be a day, a week, or a month, depending on the need for precision and management control.
	


	CHECKLIST: RISK ASSESSMENT

	Steps
	Notes
	Who? When

	Review plan for Human Resource needs.
	Does the plan necessitate: 

· training for staff or Board? 

· a review of organisational policies or procedures? 

· new staff? 

· reassignment or redefinition of existing positions? 
	

	Review Plan for Financial Needs.
	Does the plan mean: 

· additional funds must be sought, or existing funds must be reallocated? 

· a review of financial policies or procedures? 

· new equipment or facilities? 
	

	Review plan for Policy/Procedures needs.
	Does the plan mean: 

· that new policy statements or procedures will be required? 

· that existing policies and procedures should be revised? 
	

	Review plan for Communication needs.
	What internal and external reports are required by the plan? 

· Other Funding Sources 

· Board 

· AGM 

· Business communities 

· Managers 

Who will prepare each of these reports? When (dates or frequency)? In what format? For whose approval? With what distribution? 

Does the plan mean: 

· internal communication systems (briefings, reports, meetings) need revision? 

· external communications systems (PR, promotion, consultation, reporting) need revision? 


	

	Reality Check
	
	

	Identify steps or areas where there is a strong possibility that problems may arise.
	These are often: 

· failure or delay in funding 

· internal failure to meet a deadline 
	

	Identify action steps to help prevent or minimise those problems.
	
	

	Develop contingency plans in the event that those problem do arise.
	This is a backup plan for potential problems, which may arise throughout the implementation process.
	

	Identify clear triggers for initiating contingency plans
	These triggers define when the organisation will implement the contingency plan. In other words these may be viewed as certain points in time, or political obstacles which organisations encounter, or even financial indicators. 
	


Outputs (Implementing the Plan) 

There are a number of steps you can take during the planning process – and over the whole duration of your operational year – to help ensure that implementation of your plan goes smoothly. The following checklist is designed to help implement an operational plan 

	CHECKLIST: IMPLEMENTATION MANAGEMENT

	Steps
	Notes
	Who? When?

	Determine how Implementation will be managed
	· Who has overall responsibility within the organisation for management of the plan? 

· What is the role of the Board? 

· Which action steps will be milestones? 

· Who will monitor them? 

· How? 

· What action will they take when milestones are not met? 

· How will plan be revised to reflect slippage? 

· How will the effectiveness of the plan be monitored and measured? 

· What indicators will be used (jobs? income levels? output? investment level? improved systems or operations? community feedback? morale?) 
	

	Revise plan to incorporate additional action steps to address additional planning needs listed above
	
	

	Prepare final revision of plan incorporating all action steps.
	Reality check: ensure that dependencies are not too complex, that deadlines are realistic, and that contingencies are in place for high-probability problem areas.
	


	Identify options for support of planning and implementation process during the Implementation phase
	May include: 

· Training for staff or board 

· Technical planning assistance to the committee or workgroup charged with implementation 

· Design, development or review of tracking, management or data collection systems 

· Results analysis 

· Assistance in identifying corrective action required 

· Formal evaluation of implementation at a pre-determined point (6 mo.-1 year) 
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