Operational Plan/ Business plan
What is it?
Operational planning takes the broad strategies and objectives outlined in the strategic plan, turns them into specific tasks and allocates the people and other resources of the organisation to get them done. It addresses the question – What do we need to do to make it all happen and know we are on track? It provides the staff and volunteers in the organisation with their day to day and week to week tasks, lets them know where they are going and gives them a measure of what they are expected to achieve.

It makes sense that the people who are most directly responsible for ensuring that the outcomes are achieved are included in the development of the workplans. Specific activities are nominated that are necessary to achieve the strategies and goals set by the board or management committee. Specific staff, timelines and resources are allocated to these activities which then form the basis for reporting and evaluation. 

The headings below can be used as a checklist to make sure that all major areas have been considered.

Service delivery Plan
Covers service delivery to centre participants and internal services. Can include:

· Whole of organisation workplan

· Individual or team workplans

· Individual project plans

Financial Plan
Can include:

· Annual budget

· Cash flow projection

· Cash management plan

Human Resources Plan
Can include:

· Any proposed staff/volunteer changes

· Professional development plan (including management committee, staff, volunteers)
Physical Resources Plan

This is often included in the financial plan, but in larger organisations can be recorded separately. Can include:

· Asset replacement/purchase

· Purchase or lease of building/vehicles

· Capital works

Information Technology Plan
Can be included in physical resources plan or as part of financial plan but as IT often plays a significant role in administration and services offered, it might be worth considering it separately.

Time Plan
This might be as simple as a calendar on the wall which details all major events and deadlines but allows all staff, management committee and volunteers a sense of what will be happening and when.

The attached examples demonstrate a variety of styles for documenting operational plans but it is often useful to organise workplans under the strategies and goals set out in the strategic plan.
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