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Chapter 9 - Success Planning Solution

Success Planning Solution

Step-by-Step Worksheet

Step 1:  What type of planning effort is required in the organization? (circle one)

Operational

Combination

Strategic

What style of planning effort is desired in the organization?                (circle one)





Basic 

Classical

Step 2:  How much time will the project take the organization?



          Part 1
   Part 2
   Part 3
   Monthly 

       








  Reporting

Time Required:  ______       ______     ______      _________
   (In Hours)

Total Time (In Hours): ____________   (In Days):___________
 I have set up and named a sub directory for planning files.  □
Step 3:   Have you begun the Situation Analysis and Pre-Conference planning information gathering from current and historical documents? Please check each item you have accomplished below.






Information Available
Summary Prepared

Financial Information 

 □


□
Marketing Information

 □


□
Sales information 


 □


□

Competitor Information

 □


□
Step 4:  What individuals will participate in the situational analysis information gathering and in the planning conference sessions? (check each box as the tasks are completed)

   □
A list of individuals for information gathering is complete.

   □
A list of planning conference sessions participants is complete.

How do you want to acquire Situation Analysis Information from Internal and External Stakeholders? (please circle below)
 
Survey 

Focus Groups

Conference

If you selected Survey, what method do you wish to use? (please circle below)


Hardcopy

Email

Internet –based 

What Survey Files will you use?

Situation Analysis File Name_______________________
Organizational Climate File Name__________________
Step 5:  Have you prepared the Pre-Planning Conference Summary document? (please circle below)

Yes


No

Have you received approval to distribute the Pre-Planning Conference Summary document to conference participants (and possibly others)? (please circle below)

Yes


No

Step 5 Continued

If you have answered ‘Yes’ to both questions in Step 5 above, have you distributed the Pre-Planning Conference Summary document to participants of your upcoming planning conference sessions?
Yes


No
Step 6:  Conference Session Preparation
Will you use the Condensed or full format conference (please circle one)?






Condensed

Full

The time and iterations of conference sessions will be (please fill in the information; you may not need every line):






Date

Time
 (start – stop)
Location

Conference Session 1:      ______       ________________    _________

Conference Session 2:      ______       ________________    _________

Conference Session 3:      ______       ________________    _________

Conference Session 4:      ______       ________________    _________

Has a conference location been selected and all materials acquired for the conference (please check the boxes as completed)?

Conference Session Location Determined and Confirmed:  □
Conference Session Materials Acquired and Assembled:    □
Have the attendees been placed into a small and diverse group (please circle one)?





Yes


No

Step 6 Continued

Have you reviewed, revised as appropriate, and created (printed and assembled) the small group workbooks (please circle one)?





Yes


No

Have you reviewed, selected the most appropriate, revised and have ready the conference session presentation(s) (please circle one)?





Yes


No

Which presentation file did you select to revise and use (circle one)?


Basic:  S06BP01.ppt

or 
   Classical:  S06CP01.ppt

Step 7:  Conduct and Facilitate the Planning Conference Session(s)
Are all items from the previous steps completed and ready for the conference session(s) (please circle below)?





Yes


No

Were the conference sessions successful (please circle one)?





Yes


No

Step 8:  Create the Interim Plan and Begin Action Planning 
Have you created an interim plan that has been reviewed and revised by senior leadership of your organization (please circle one)?





Yes


No

Step 8 Continued

Have you distributed the interim plan with action planning sheets (for objective owners including instructions on completing the action plans/steps) and a method for feedback from all conference session participants (please circle one)?





Yes


No

Step 9:  Preparing the Final Planning Document
Did you prepare the final planning document considering:











Yes

No

Review and revision by senior leadership?


 □

 □
Review and revision by conference participants?
 □

 □
Review and revision by objective owners?


 □

 □
The inclusion of action plans for the objectives?
 □

 □
Did you distribute the Final Planning document?
 □

 □
Step 10:  Progress Reporting
Have you selected a Progress Reporting System (online or file based) to monitor progress of your planning project (please circle one)?

On-line
Or
File Based using S10PRS01.xls
Step 10 Continued

You have input all goals, objectives and action planning statements into the Progress Reporting System (please circle one)?





Yes


No
You have created the ability for objective and action step owners to monitor and update progress in the system and trained them on completing this task (please circle one)?

                                     Yes


No 
You have scheduled an ongoing review of the plan with senior leadership and objective owners (please circle one)?





Yes


No 
For questions, assistance or other services, please communicate via email with Dr. Jerry Ledlow at gledlow@georgiasouthern.edu.
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