OPERATIONAL PLANNING WORKSHEET
Organization name:_LIN Center for Community Development
List a few examples of goals that your organization wants to meet. These can be goals set through a formal strategic planning process,  or they may be other goals that your organization has established in another way.

	1. Launch a social enterprise to support our not-for-profit activities. 
2. Get information to NPO partners and prospective partners who do not have e-mail/Internet access.
3. Attract more NPO partners.



List a few examples of requirements with which your organization must comply.  These can be external requirements, such as government regulations.  Or they may be internal requirements for your organization.

	1. Create project income/expense reports and update them for all staff on a bi-monthly basis. 
2.Provide mid-term and end-of-year reports to VUSTA.
3. Improve the relationship between LIN and local government agencies responsible for overseeing our programs and activities.



Now please select a goal or a requirement that you would like to work with during today’s seminar:

	The goal or requirement I will work with today is:

GOAL: Get information to NPO partners and prospective partners who do not have e-mail/Internet access.




Goal or requirement: Get information to NPO partners and prospective partners who do not have e-mail/Internet access.
Step 1:  CLARIFY THE GOAL OR REQUIREMENT
	Additional information about this goal or requirement that will help clarify what needs to be achieved.

Much of LIN’s communication and information sharing activities occur on email, our website and social media platforms. We use these platforms to minimize costs and make efficient use of staff time.  However, we believe that at least 10 to 15% of our partners and prospective partners do not have regular or reliable access to the Internet or email.  As a result, we are underserving our beneficiaries and we are prevented from reaching prospective beneficiaries. 



Step 2:  UNDERSTAND THE CURRENT SITUATION
	Has your organization started working on this goal/requirement? If so, what have you accomplished to date?
	· Yes
· We used to print and mail hard copies of our event fliers and invitations.
· We make calls to NPOs we suspect do not have regular email access.
· We explored the possibility of publishing info in print media (too expensive).

	Is there a date by which this goal/requirement must be met? If so , when?
	On-going 

	What are the barriers to achieving the goal/meeting the requirement?
	· 10 to 15% of our NPO partners and prospective NPO partners do not have regular or reliable access to email/Internet

· Publishing announcements through the media is expensive. 
· Printing and mailing announcements is time-consuming and expensive.

	Who within your organization should be involved in working to achieve this goal/meet this requirement?
	Son – NPO Liaison
Members of the Program Committee, a sub-committee of the LIN Board of Directors


	Other important information to understand about  the current situation.
	NA



Step 3:  IDENTIFY AND EVALUATE POSSIBLE APPROACHES FOR MEETING THE GOAL/COMPLYING WITH THE REQUIREMENT
	Possible approaches that could be used to meet the goal/comply with the requirement:

1. Develop a volunteer network to help us reach out to the NPOs without email/Internet access. 
2. Print fliers/event announcements and distribute them by mail and/or at events that are attended by our partners and/or prospective partners. 

3. LIN staff can help NPOs to gain/improve their access to email/Internet. 

4. LIN staff can make calls to NPOs without email/Internet access.




Select an approach to work with for the remainder of this seminar.

	Selected approach:

A combination of approaches 1 & 4 – Develop a call system, involving LIN volunteers, to reach out to our NPO partners and prospective partners without email/Internet access.



Step 4:  Identify steps for carrying out the selected approach  (complete Columns 1 and 2)
Step 5:  Develop timeline and make assignments (complete columns 3, 4, and 5)

	Column 1
	Column 2
	Column 3
	Column 4
	Column 5

	Task #
	Task description
	Assigned to
	Start date
	End Date

	1

	Make a list of NPOs who do not have email or who do not use email regularly
	Son
	July 11
	July 18

	2

	Design a contact system and determine how many volunteers are needed to quickly contact all NPOs on the list from task #1. 
	Son/Program Committee
	July 18
	July 25

	3

	Draft a Volunteer Job Description 
	Son/PC
	July 25
	July 27

	4

	Recruit Volunteers
	Truc
	July 27
	August 10

	5

	Provide training and orientation for volunteers, select a volunteer leader for coordination
	Son
	August 12
	August 12

	6

	Write a script for Volunteers and develop a record-keeping system for volunteers, prior to calls
	Son
	August 13
	August 20

	7
	Test the system after each round of contact
	All
	On-going
	On-going

	8
	Reflect on the system – success and challenges – suggest improvements
	All
	On-going
	On-going

	9 
	Refine the contact system
	Son/Volunteer Lead
	On-going
	On-going

	10
	Reflect and improve every 6 months
	Son/Volunteer Lead
	Every 6 months
	Every 6 months


Step 6:  Monitor progress 

	Column

 1


	Column 2
	Column 3
	Column 4
	Column 5
	Column 6

	Task #
	Task description
	Who will report progress?
	Format for reporting progress
	When will reports be required?
	Who will receive progress reports?

	1,2,3,6


	Design the contact system
	Son
	Report to Program Committee describing the contact system
	July 25
	PC 

	4,5


	Recruit and train volunteers
	Truc
	Initial report, to Program Committee followed by quarterly updates on volunteer status.
	August 12
	PC

	7-10
	Evaluate the program and recommend improvements as appropriate. 
	Son
	Report to Program Committee after 6 months of operation, and every 6 months thereafter.
	Mid-Sept and every 6 months thereafter
	PC


Step 7:  Measure success

	Goal/requirement:


	Get information to NPO partners and prospective partners who do not have e-mail/Internet access.

	Approach :


	Develop a call system, involving LIN volunteers, to reach out to our NPO partners and prospective partners without email/Internet access.

	How will we know if this approach was successful?

· What will have happened?

· By when?
	· Increased attendance by NPO Partners and Prospective Partners without emails or limited email usage. Goal is an average increase of 2 NPO partners or prospective partners without e-mail per event (compared with average attendance levels in the year prior to establishing the phone network).
· New Partners connected to LIN through the Volunteer network. Goal is addition of 3 new partners without e-mail by December 31, 2011.

	Who is responsible for measuring and reporting success?


	Son

	What is the format for the report?


	Description of the system and any improvements made, update on success measures.

	Who will receive the report and what will they do with it?
	Program Committee, LIN Board of Directors
If success is being achieved, nothing will be done.  If there are challenges, the PC may recommend another approach.


