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Worksheet #1:  Plan for Plan

1.1 – Is Nonprofit Ready for Strategic Planning?

Before you start on your “plan for a plan,” you should determine whether your nonprofit organization is ready to begin strategic planning.  There are several questions to guide you in this decision.  Check off whether you think your organization is ready, based on each question.  Make notes near each question to discuss with key individuals, such as the Board Chair and Chief Executive Officer.  If you realize you are not ready based on one or more of these questions, use the considerations in the last column to determine how to get ready and when you might be able to begin strategic planning.

	Readiness Questions
	Yes – Ready!
	Not Ready
	Considerations 
if not ready

	Does nonprofit have enough money to pay bills over next six months?


	
	
	How can your nonprofit get enough money?  By when?  Start strategic planning when?

	Does nonprofit have history of being able to plan and implement its plans?


	
	
	What can be done to address this issue?  Leadership development?  Other ideas?  Start strategic planning when?



	Do Board members get along?  Do staff members get along?  


	
	
	Problem in Board?  Problem with staff?  What can be done?  Start strategic planning when?



	Are Board members willing to be involved in top-level planning?  


	
	
	What can be done?  Start strategic planning when?



	Can Board members and staff find the time to do the planning?  


	
	
	What can be done to help them free up more time?  Start strategic planning when?




1.1 – Is Nonprofit Ready for Strategic Planning?  (Cont.)

	No major changes expected in the next 1-2 months?  


	
	
	What changes?  What can be done to get ready for strategic planning?  By when?



	Extensive cynicism about planning in our nonprofit?  (You shouldn’t have.)  


	
	
	What can you do to address the cynicism?  Start strategic planning when?



	Are you doing strategic planning only because funder wants you to?  (You should have other reasons.)  


	
	
	Yes?  What should you do about this?  Start strategic planning when?



	Other considerations or concerns?  


	
	
	What are they?  What can be done?  Start strategic planning when?




If you have any checks in the “Not Ready” column, consider addressing the questions noted there before beginning strategic planning and to determine when you might be able to start.

Is your nonprofit ready to do strategic planning?  

If you are ready, did you have any comments or concerns that you want to be sure to capture and share with the Planning Committee?

If you are not ready, create an action plan based on the answers to questions in the last column.  Work with key individuals to execute that plan and set a schedule for getting back to strategic planning.  

1.2 – Organize Planning Committee?

The Committee should include 5-8 highly committed individuals who oversee development of the strategic plan.  If the number of planners, including members of the Board and staff, would total 10 people or less, then a Committee might not be needed.  Otherwise, the membership of the Committee should be decided now.  

	
	Name
	Specific Role On Committee?

	1.
	
	Chair of Committee

	2.
	
	In charge of strategic planning

	3.
	
	Will “champion” the effort

	4.
	
	Will write draft of plan document

	5.
	
	

	6.
	
	

	7.
	
	

	8.
	
	

	9.
	
	

	10.
	
	


1.3 – Why Do Strategic Planning Now?

	What reason(s) exist for the nonprofit to do strategic planning now?

For each reason, describe it and any evidence that led you to identify it.  

Reason #1:  

Reason #2:  

Reason #3:  

Reason #4:  

Reason #5:  

Reason #6:  

Reason #7:  




1.4 – What Is Organizational Scope of Plan?

	Focus Primarily On Organization-Wide Strategic Planning?

Indicate which of the following is true and explain:

· It’s that time of year to do organization-wide strategic planning again.




· Your nonprofit is quite new or the nonprofit has not established: a mission, vision and/or values; goals and strategies; and clear assignments regarding who will be doing what and by when.  




· The environments of your nonprofit are changing rapidly.  




· Your nonprofit is experiencing frequent, internal problems.  




· Decision-making seems difficult to achieve and ineffective to follow.  




· There is prolonged conflict among staff and/or Board members.  




· Other reason(s)?





Is there significant reason to choose organization-wide strategic planning?







1.4 – What Is Organizational Scope of Plan?  (Cont.)

	Focus Planning Specifically On One or More Program(s)?

Planning is not likely to including organization-wide focus if one or more of the following is true.  Indicate which of the following is true and explain:

· Overall organization is fairly stable and did organization-wide strategic planning within past year or two.  



· The program is new.  



· The program is expecting a major change in methods to deliver services to clients.  



· Major changes are expected among the clients served by the program.  



· The programs in the nonprofit are quite different from each other.  



· The program is experiencing prolonged problems.  



· Other reason(s)?



Will more focused program planning be done later on with, for example, more focus on inbound and outbound marketing, outcomes, program evaluations, etc.?

Yes?  Reason(s)?



No?  Reason(s)?



Is there significant reason to choose program-specific strategic planning?





1.5 – What Strategic Planning Approach Might Be Used?

	Goals-Based Strategic Planning?  

Indicate which of the following is true:


· Planners believe they can identify goals for the future.  





· The environments of the nonprofit are fairly stable.  





· Your nonprofit conducted strategic planning process before.  





· Your nonprofit includes several, major programs, each of which might conduct its own focused planning and, thus, the program plans will need to be integrated into an overall organizational strategic plan?  Goals-based planning makes this easier.  




· Planners would like to accomplish a major change in direction for the organization over the next year or so.  Goals-based planning makes this easier.  




· Other reason(s)?  




Is there significant reason to choose goals-based strategic planning?





1.5 – What Strategic Planning Approach Might Be Used?  (Cont.)

	Issues-Based Strategic Planning?  

Indicate which of the following is true:

· Your nonprofit currently faces several, very critical issues.  






· There are expected to be major changes in the environments of your nonprofit (external and/or internal) over the next year or so.  






· The time span for your strategic plan can be one or two years, or at most three years out, rather than having to be for a longer term.  





· Planners struggle to identify clear goals for the future.  





· Other reason(s)?





Is there significant reason to choose issues-based strategic planning?







1.5 – What Strategic Planning Approach Might Be Used?  (Cont.)

	Organic Strategic Planning?

Indicate which of the following is true:

· The vision for your organization and its clients applies to a large group of people, and will take a long time to achieve.




· The culture of the organization is quite averse to conducting orderly, sequential activities.  




· The roles of vision and values in your organization are extremely important.  




· The culture of the organization highly values the telling of stories.  




· If your organization expects funding from donors, it has confidence that it can obtain funding without having to present a conventional strategic plan document?  




· Other reasons?




Is there significant reason to choose the organic approach to strategic planning?





1.5 – What Strategic Planning Approach Might Be Used?  (Cont.)

	Scenario Planning Technique?

Indicate which of the following is true:

· Planners have concerns that their planning might not effectively consider future trends and how those trends affect their nonprofit.


· Planners prefer to develop, and work from, a vision for their organization and its clients, but they struggle to create that vision.  


· The culture of the organization highly values the telling of stories.  


· Other reason(s)?



Is there significant reason to choose the scenario planning technique?

If so, plans for use of scenarios include to:

· Integrate with other strategic planning model?  Which one?


· Use as complete strategic planning process?


· Number of years into future that scenarios will be developed?

· Do worst-case scenario?

· Do best-case scenario?

· Do nominal (most realistic) scenario?

· Focus scenarios on the nonprofit, programs and clients?  

· Focus scenarios on broader elements of society?

· Other application(s) of scenarios?




1.5 – What Strategic Planning Approach Might Be Used?  (Cont.)

	Other Strategic Planning Model?

Description:




List the reasons you prefer to use this model.

· Reason #1




· Reason #2




· Reason #3



· Reason #4



Where will you find resources to help you to define and design the model?




What concerns might you have about this novel approach to strategic planning?




Other comments?




Is there significant reason to choose this approach to strategic planning?





1.6 – How Might Strategic Planning Approach Be Followed?

	Develop a written strategic plan?

Indicate which of the following is true and explain:

· Your organization is very small and doesn’t need any funding from donors.


· Your nonprofit conducted a very comprehensive strategic planning process within the past two years and the environments (external and internal) of your nonprofit are quite stable.  


· Other reason(s)?



Is there sufficient reason to create a written strategic plan?



	Mostly top-down planning?

Indicate which of the following is true and explain:

· Has an effective Board of Directors, including members who are very participative and representative of the stakeholders of the nonprofit.



· Has frequent turnover of staff.



· Is spread across a wide geographic area, so staff interaction is very difficult.



· Has a culture that highly values the power of its upper management.


· Other reason(s)?


Is there sufficient reason to choose top-down planning?




1.6 – How Might Strategic Planning Approach Be Followed?  (Cont.)

	Mostly Bottom-Up Planning?

Indicate which of the following is true and explain:

· Members of the Board of Directors are difficult to organize and/or engage.



· Planning will be focused mostly on one or more programs.  


· Staff have strong expertise in the nonprofit’s programs, including needs among clients and how those needs are met.


· Other reason(s)?


Is there sufficient reason to choose bottom-up planning?



	Mostly Concurrent (Combined) Planning?

Indicate which of the following is true and explain:

· Members of Board of Directors are participative and aware of programs.



· Staff is participative and aware of programs.  


· Organization highly values participation and teamwork.


· Other reason(s)?


Is there sufficient reason to choose concurrent planning?




1.6 – How Might Strategic Planning Approach Be Followed?  (Cont.)

	Extent of originality (incremental or fresh start)?

Will the new strategic plan be built mostly by fine-tuning an older strategic plan (incremental planning)?  

Reason(s)?

Will the new strategic plan be built mostly from a fresh start?  

Reason(s):




1.7 – What Time Span Will Be Used?

What time span will be considered for each aspect of the strategic plan?   

	
	3 mos
	6 
mos
	1 
year
	2 
yrs
	3 
yrs
	5 
yrs
	10 yrs

	Goals-based planning, 
especially goals and strategies
	
	
	
	
	
	
	

	Issues-based planning, 
especially issues and strategies
	
	
	
	
	
	
	

	Organic planning, 
including short-term activities to conform to vision and/or values
	
	
	
	
	
	
	

	Scenarios for goals-based, 
critical-issues, other models, etc.
	
	
	
	
	
	
	

	Action planning, 
including who will be doing what and by when for 
goals-based, critical-issues, other models, etc. 
	
	
	
	
	
	
	

	Budgets 
for any form of planning
	
	
	
	
	
	
	

	Other(s)?


	
	
	
	
	
	
	


1.8 – What Schedule Might Be Used?

Set a tentative schedule for your planning activities.  Depending on the strategic planning model chosen, include activities such as: initial Board and/or staff discussion about planning; announcement to full Board and/or staff; scheduling meetings and locations; reviewing mission, vision and/or values; conducting external analysis; conducting internal analysis; identifying strategic issues; identifying goals; identifying strategies; identifying action plans; developing budgets; drafting a plan document; gaining Board approval; etc.  Indicate which activities might include “homework” to be done before that meeting.  

	
	Planning Activities
	Approximate Dates
	Locations
	Any
Homework?

	1. 
	
	
	
	

	2. 
	
	
	
	

	3. 
	
	
	
	

	4. 
	
	
	
	

	5. 
	
	
	
	

	6. 
	
	
	
	

	7. 
	
	
	
	

	8. 
	
	
	
	

	9. 
	
	
	
	

	10. 
	
	
	
	

	11. 
	
	
	
	

	12. 
	
	
	
	

	13. 
	
	
	
	

	14. 
	
	
	
	

	15. 
	
	
	
	

	16. 
	
	
	
	

	17. 
	
	
	
	

	18. 
	
	
	
	

	19. 
	
	
	
	

	20. 
	
	
	
	


1.9 – Who Will Be Involved from Nonprofit?  How?  When?

Focus on who will participate in developing the plan, not necessarily in overseeing the development of the plan.  (The latter is the role of the Planning Committee, but you can disregard that involvement here).  When thinking about how a person might be involved, consider the activities in Worksheet 1.8 about the scheduling your strategic planning.  When thinking about “when”, consider the major activities in the particular strategic planning model that you have selected, for example: developing the mission, vision and/or values; goals and strategies; action planning; etc.  

	Who?
	Role in Org?
	Their Value in Planning?
	When?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


1.10 – Outside Help Needed?  How?  When?  How To Get It?

	Who?
	How To Use Them?
	When?
	How To Get Them?

	Strategic planning facilitator (external)?
	
	
	

	Expert on nonprofit trends?


	
	
	

	Expert on program trends?


	
	
	

	Funder?


	
	
	

	Funder?


	
	
	

	Others?


	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


1.11 – What Materials Are Needed?  When?  How To Get Them?

	What?
	When?
	How To Get Them?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


1.12 – Any Conventions for Use of Terms?

The terms that you use will depend on the particular strategic planning model that you use and on the particular culture of your organization.  You will finalize your conventions as you develop and implement your plans.  For now, describe your preliminary thoughts.  

	Use?
	Term
	Definition
	Level in Planning

	Strategic planning
	
	
	

	Mission
	
	
	

	Vision 
	
	
	

	Values
	
	
	

	External analysis
	
	
	

	Internal analysis
	
	
	

	Strategic issues
	
	
	

	Strategic goals
	
	
	

	Strategies
	
	
	

	Objectives
	
	
	

	Tactics
	
	
	

	Action planning
	
	
	

	Other term(s)?


	
	
	


1.13 – Provide Planning Guide to Planners?  

If you want to use a Planning Guide to provide information to your planners, complete the first set of questions.  If you do not want to use a planning guide, proceed to the last block.

	Select the information that will be in the guide:

· Cover sheet with title and date

· Brief explanation of the major reason for conducting strategic planning now

· Brief description of the strategic planning process designed by the Planning Committee, including any particular model and how that model will be applied 

· Listing of who will be involved in the planning and when, including a planning schedule

· Brief description of the organizational scope of the plan

· Brief description of the time span of the plan 

· Brief description of the role of the Planning Committee

· Listing of who can be contacted with any questions about the strategic planning process for the nonprofit

· Any other sources of information about strategic planning

· Other contents?



Who will be responsible to assemble the guide?



To whom will the guide be provided?



Who will provide it and how?





	If you do not want to use a Planning Guide, how will planning information be provided to the planners?







1.14 – Develop Organizational Profile  

	Name of nonprofit organization: 



	Highlights from the history of the organization:

a)  When was it started?


b)  Who started it and why?


c)  What was/were the first program(s) and whom did they serve?




	Any significant events during its history, for example:

a)  Major awards?

b)  Mergers?  Collaborations?

c)  Grants or cuts in funding?



	Any trends that planners should know about, for example:

a)  In funding?

b)  In staffing?

c)  Among clients?




1.14 – Develop Organizational Profile  (Cont.)

	Name of Program (current or expected)
	Type of service provided 
	Whom program serves
	Comments about program

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Other information that planners should know about now?  (Upcoming activities in the planning process will go into more detail about the opportunities, threats, strengths and weaknesses facing the organization.)




1.15 – How Will You Get “Buy-In” When Announcing Process?

	Select methods that you prefer to use to get buy-in:

· Announce in meeting with the Board Chair present?  If not, then how to show Board support?

· Announce in meeting with Chief Executive Officer (CEO) present.  There are few reasons why the CEO would not be in the meeting.  

· Explain reason(s) for planning, benefits of the process, when it will likely start and stop.  Any concerns now?

· Don’t overly “sell” the process.  Any concerns?    

· Accompany the announcement with an official memo?

· Mention any previous strategic planning activities, including successes, failures and what is being done to avoid failures this time around?

· Mention who will be on the Planning Committee?

· Provide time for staff reaction, including questions and suggestions?  

· Provide the name of one person who can be contacted regarding any questions about the upcoming process?

· Mention when additional information will be available, including who will be involved in the process and when?

· Plan some quick successes in the strategic planning process?  If so, what might those quick successes be?

· Other ideas?




1.16 – How Will Planners Be Trained About Strategic Planning?

If you want to train your planners on strategic planning, complete the first set of questions.  If you do not want to provide training, proceed to the last block.

	Consider the following questions about your strategic planning training:

1.  Who will design the training?



2.  What topics should be in the training?  Consider:

· Explanation of the major reason for conducting strategic planning now

· Overview of the strategic planning process for the nonprofit, including the scope, time span and approach to planning

· Listing of who will be involved and how, during the process

· Discussion of the schedule for planning activities 

· Listing of who can be contact

· Brief description of the time span of the plan 

· Other topics?



2.  Who will deliver the training?



3.  When the training be delivered?



4.  Who will attend the training?



5.  Other considerations?




	If you decide not to schedule a training session for your planners, how will information on the strategic planning approaches be provided to planners?






Worksheet #2:  Primary Client Analysis

Primary clients are the people who you intend to directly benefit from your services now.  Verify any assumptions about clients.  Also, note that there is a difference between what clients want and what they need.  Often, they will come to a service based on what they want (usually in regard how a service is packaged), but they will keep using the service, based on what they need (usually in regard to their well-being).  

1.
What groups of primary clients do we serve now?

For each group of clients: 

a)
What do they want from us now?  How do we know?  

Are we providing what they want?  How do we know?

b)
What do they need from us now?  (Think in terms of outcomes, that is, changes in their knowledge, skills and/or conditions.)

Are we providing what they need?  How do we know?

Worksheet #2:  Primary Client Analysis  (Cont.)

2.
Are there new groups of clients that we might serve?  If so, what are the groups?

If so, for each new group:

a)
How might we provide more of our current services to the new group?

b)
How might we provide any new services to the new group?

3.
Might we do more in the future for our current groups of clients?  

If so, for each group:

a)
Might we provide more of our current services to current group?

b)
Might we provide new services to the current group?

4. 
In the future, how can our nonprofit more specifically identify and verify:

a)
Whether our nonprofit is reliably meeting the needs of our current clients?  (The answer to this question usually means conducting a marketing analysis.) 

b)
Identification of new groups of future clients, their needs and how our nonprofit can reliably meet those needs?  (The answer to this question usually means conducting a marketing analysis.)

Worksheet #3:  Stakeholder Analysis

The more influence that a group of stakeholders, or an individual stakeholder, might have on your nonprofit, the higher you might rate that stakeholder.  Rate the stakeholders with the numbers 1, 2 and 3, with 1 indicating the most influential.  (These stakeholders might be considered as secondary clients.  Current and future clients are analyzed in “Worksheet 2: Primary Client Analysis.”)

	Stakeholder Group or Person
	Rating of Influence On Our Nonprofit  
	Proponent, Opponent, Persuadable?  
	Questions to Ask Them
	How Might We Ask Them?
	How Might We Involve Them in Our Nonprofit?

	Past clients
	
	
	What are their candid impressions of our nonprofit?  What are their most important needs now?  What might they appreciate from our nonprofit in the future?  
	
	

	Current funders
	
	
	What are their candid impressions of our nonprofit?  What are their current priorities in funding?  Future priorities?  How might we work together in the future?
	
	

	Past funders
	
	
	What are their candid impressions of our nonprofit?  What are their current priorities in funding?  Future priorities?  How might we work together in the future?
	
	

	Potential funders
	
	
	What are their current priorities in funding?  Future priorities?  How might we work together in the future?
	
	


Worksheet #3:  Stakeholder Analysis  (Cont.)

	Volunteers
	
	
	What are their candid impressions of our nonprofit?  Would they help us in the future, and why?  How can we help them make an impact on the community?
	
	

	Nonprofit service providers
	
	
	What trends do they see coming?  What would they suggest for our nonprofit now?  How might we work together in the future?
	
	

	Suppliers
	
	
	What are their candid impressions of our nonprofit?  What would they suggest for our nonprofit now?  What would they suggest for our nonprofit in the future?  
	
	

	Community leaders
	
	
	What are their candid impressions of our nonprofit?  What trends do they see coming in the community?  What community needs might we help to meet?  Any other nonprofits that we should talk to?  
	
	

	Special interest groups
	
	
	What are their candid impressions of our nonprofit?  What trends do they see coming in the community?  What community needs might we help to meet?  Any other nonprofits that we should talk to?  
	
	

	Unions


	
	
	What are their candid impressions of our nonprofit?  What would they like us to do for their members?
	
	


Worksheet #4:  Environmental Scan

The worksheet is useful for:

· Conducting a driving-force impacts analysis during the external analysis activities in strategic planning.

· Developing scenarios to use during various activities in strategic planning. 

Planners might decide which approach to use by first reading the guidelines in this worksheet and then selecting their approach.  

Note that planners’ assumptions about the future will be most useful if some, or all, of the planners have utilized a variety of sources of information about external trends.  A variety of sources are listed in the subsections, “Major Sources of Trends Information About Nonprofits” and “Major Sources of Trends Information About People,” in Appendix B.  

Using Worksheet for Driving Forces Impacts Analysis

A driving-forces impact analysis includes examination of a wide range of types of major influences (or driving forces) that might affect the nonprofit in the future, for example, political, social, economic, technological and environmental influences.  Planners attempt to identify the most relevant and likely trends in the future and how those trends might affect their nonprofit and clients.  

To use the worksheet for conducting this analysis, planners should follow these guidelines for each type of driving force (row of information), one at a time.  Don’t get bogged down in lots of detail in the various assumptions.  Attempt to complete the entire analysis in four to six hours.  Trust your gut instinct, too.  

1. Make assumptions regarding any future trends about that type of driving force (about each row of information in the worksheet).  It might help to first think about trends for your region, state or province, and then country.  

2. Make assumptions about how that trend might affect the nonprofit and clients.  

3. After all rows have been addressed, then document the likely trends and effects in Column “C” of the worksheet.  

Using Worksheet for Scenario Planning Technique

Scenario planning is a useful technique that can be used to provoke planners to really be strategic in their planning activities, especially when developing a vision statement, conducting an external analysis, identifying strategic issues and identifying strategic goals.  (The scenario planning technique is described in the subsection, “What Strategic Planning Approach Might Be Used?,” in the section, “Phase 1: Design Plan for Plan,” in PART II.)

Planners might prefer to use a scenario planning technique if any of the following is true:

Worksheet #4:  Environmental Scan  (Cont.)

1. Planners have concerns that their planning might not effectively consider future trends and how those trends affect their nonprofit.

2. Planners prefer to develop, and work from, a clear vision for their organization and its clients, but they struggle to create that vision.  

3. The culture of the organization highly values the telling of stories.  

4. Planners believe they can make the time to utilize the technique, including generating assumptions and developing scenarios.  

The following worksheet can be very useful in scenario planning.  It includes three sets of assumptions.  Assumptions in set “A” are in regard to the most optimistic outlook on trends that might occur for each driving force.  Assumptions in set “B” are in regard to the most pessimistic outlook on trends that might occur for each driving force.  Assumptions in set “C” are in regard to the most likely trends that might occur for each driving force.

To use the worksheet for scenario planning, planners should repeat the following steps for each set of assumptions, starting with set “A” and then doing set “B” and then set “C”.  Don’t get bogged down in lots of detail in the various assumptions.  Attempt to complete the entire analysis in four to six hours.  Trust your gut instinct, too.  

1. Make assumptions regarding any future trends about that type of driving force (about each row of information in the worksheet).  It might help to first think about trends for your region, state or province, and then country.  

2. Make assumptions about how that trend might affect the nonprofit and its clients.

3. After all rows have been addressed for that set of assumptions (for example, A, B or C), then write a one- to three-page depiction of what conditions might be like for your nonprofit and, especially, for its clients, regarding that set of assumptions.  Planners might also include depiction of broader elements of society in their scenarios, as well.  

When attending to the steps, select the specific number of years into the future for which your scenario applies, for example, 3, 5, 10 or 20 years out.  Use the same number of years when writing the scenarios for A, B and C.  Generally, the more rapid the change that you expect for your nonprofit and clients, the smaller the number of years into the future for which to apply your scenario.  

Planners might update their scenarios after conducting various other external analyses, for example, analyses of primary clients, stakeholders, collaborators and competitors.  

Refer to your scenarios, especially when developing a vision statement, conducting an external analysis, identifying strategic issues and identifying strategic goals.  Planners might choose to refer mostly to the “A”, “B” or “C” scenarios, during their strategic planning.  

Worksheet #4:  Environmental Scan  (Cont.)

Note that a scenario is usually larger in size than a vision statement and includes a more complete depiction of the organization, its clients and often significant conditions in society at some point in the future.  

(Reprinted with permission from Neil Gustafson, Instructor, University of St. Thomas' "Macrocontemporary Scene" course in its Executive MBA program.) 

	Types of Driving Forces
That Could Affect
Future of Your Organization
	 "A" Assumptions
Best-Case
Trends/Effects
	"B" Assumptions
Worst-Case
Trends/Effects
	"C" Assumptions
Most Likely Trends/Effects

	Business (types, vitality, location, capital availability, management, philosophy, etc.)
	 
	 
	 

	Communications and access to information
	 
	 
	 

	Economic conditions (for example, GNP, productivity, inflation, etc.)
	 
	 
	 

	Education (elementary, secondary, higher, life-long, etc.)
	 
	 
	 

	Employment and labor force characteristics
	 
	 
	 

	Energy (for example, availability, types, uses, costs, etc.)
	 
	 
	 

	Environmental conditions (air, water, soil)
	 
	 
	 

	Equal opportunities (women, minorities)
	 
	 
	 

	Food (production, distribution, consumption)
	 
	 
	 


Worksheet #4:  Environmental Scan  (Cont.)

	Governance (structures and operations as a government)
	 
	 
	 

	Health and human services
	 
	 
	 

	Housing (types, location, conditions, costs, etc.)
	 
	 
	 

	International relations (economic, social, political)
	 
	 
	 

	Life-style conditions
	 
	 
	 

	Natural resources (minerals, fuels, foreign products, etc.)
	 
	 
	 

	Politics (voting, political parties, lobbying, methods of influence, etc.)
	 
	 
	 

	Population (growth or decline, composition, distribution, etc.)
	 
	 
	 

	Religion and ethics
	 
	 
	 

	Security (personal, property, crime, law enforcement, etc.)
	 
	 
	 

	Technology (communication, medical, military, robotics, artificial intelligence)
	 
	 
	 

	Transportation (auto, rail, air, etc.)
	 
	 
	 

	Other
	 
	 
	 


Worksheet #5:  Collaborator Analysis
Name of the potential collaborator's organization.

Name of their program or service.

Compare and contrast your services and theirs.

What are the potential areas of collaboration?

What might be the advantages of collaboration with them?

What might be the potential disadvantages of collaboration?

Any additional activities that you believe should be carried out in order to complete your collaborator analysis?

Worksheet #6:  Competitor Analysis
Name of the likely competitor's organization.

Describe their program(s) or service(s) that compete with yours.

Describe the groups of clients that both of your organizations serve. 

What are the likely to be benefits of their service(s) to each group of their clients?

Compare their pricing and yours.

How do you know about how they advertise their services?  What messages do they convey in their advertising and promotions?

Worksheet #6:  Competitor Analysis  (Cont.)

What do you know about how they package and provide their services?  (Think of packaging as the overall design of a service or product to make it as convenient as possible for the client to access and use the service or product, for example, providing day-care when people are working, providing handicap access, etc.)

What seem to be the strengths and weaknesses of their services?

How do you think that your overall services(s) compare to theirs?

How will you compete?  Lower prices?  More convenient location?  Better service?  

Any additional activities that need to be carried out in order to complete the competitor analysis?

Worksheet #7:  Opportunities and Threats

Consider this template when listing the opportunities and threats that you perceive after conducting the external analysis of your organization.  

	Opportunities
	Relevant 
External Influence?

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Threats
	Relevant 
External Influence?

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Worksheet #8:  Strengths and Weaknesses

Consider this template when listing the strengths and weaknesses that you perceive from conducting your internal analysis of your organization.  

	Strengths
	Relevant Aspect
of Organization

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Weaknesses
	Relevant Aspect
of Organization

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Worksheet #9:  Strategic Issues

	Ranking of issue 
(“1” is high)
	Description of strategic issue, including relationship to SWOT information
	How is it strategically important, and not just urgent?
	What if nothing is 
done about it?
	Timing (short- or long-term)
	Level 
(org. or program)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Worksheet #10:  Mission, Vision and Values

Mission Statement

State your mission:

Is it clearly understandable by people internal and external to the organization (a strong requirement for a mission statement)?  If not, then what changes might be needed to it?

Does it: 

· Succinctly describe the purpose of the organization (strong requirement)

· Succinctly describe the overall type(s) of client served by the nonprofit (strong requirements)

· Provide sufficient focus and direction that members of the Board and staff can reference the mission when making major decisions (strong requirement) 

· Succinctly describe the particular need(s) met by the nonprofit (recommended)

· Mention the particular results (new knowledge, skills and/or conditions) that the nonprofit tries to help its clients to achieve (recommended)  

· Differentiate the nonprofit from other nonprofits in the area (recommended).  

· Convey strong, public image (recommended)

· Mention the communities in which the nonprofit operates (optional)

· Mention any particular strengths and opportunities identified during the situational analysis (optional)

· Stay within any legal requirements of the nonprofit, for example, maintain charitable status, conform to church law, conform to national by-laws, maintain foundation status, etc?

Worksheet #10:  Mission, Vision and Values  (Cont.) 

What additional attention might be needed to developing the mission statement?

Does your nonprofit have a purpose statement?  What is it?


[Our nonprofit exists:] “To ___________________________________________.”

What additional attention might be needed to developing the purpose statement?

Does your nonprofit have a slogan?  What is it?

What additional attention might be needed to developing the slogan?

Worksheet #10:  Mission, Vision and Values  (Cont.) 

Vision Statement

Why you are doing a vision statement?

What is the purpose of the statement?  

How will it be used?  

State your vision:

Is it clearly understandable by people internal and external to the organization (a strong requirement for a vision statement)?  If not, then what changes might be needed to it?

Does it: 

· Depict the desired future state of the organization and its clients at some point in the future (strong requirement)?

· Inspire members of the organization and key stakeholders (strong requirement)?  

· Depict the environment in which the nonprofit operates and how clients benefit from the nonprofit’s services (strong requirement)?

· Depict the strengths and opportunities regarding the organization and as identified during the situational analysis (recommended)?

What additional attention might be needed to developing the vision statement?

Worksheet #10:  Mission, Vision and Values  (Cont.) 

Values Statement

Why you are doing a values statement?

What is the purpose of the statement?  

How will it be used?  

Draft your values statement:

Is it clearly understandable by people internal and external to the organization (a strong requirement for a values statement)?  No?  Then what changes might be needed to it?

Does it:

· Depict the top priorities in how the nonprofit wants to operate in order to meet the needs of clients and other stakeholders?

· Depict the top priorities in how the nonprofit wants to operate in order to address current challenges in the workplace?

· Depict how the nonprofit wants to be viewed by staff and external stakeholders?

Will be adhered to, as much as possible, by all members of the Board and staff?

What additional attention might be needed to developing the vision statement?

Worksheet #11:  Strategic Goals

Complete this worksheet for each strategic goal.

Describe the strategic goal (see checklist below):

How is this goal a strategic goal?

Validate this goal using these criteria:

· Is the description of the goal understandable and explainable?  

· Is the goal within the legal charter of the organization?

· Is the goal in accordance to mission, vision and/or values of the nonprofit?

· Does the goal have predictable and acceptable effects on stakeholders?

· Does the goal consider the nonprofit’s strengths and opportunities, weaknesses and threats?

· Does the description of the goal convey the level of application (organization, program, etc.)?

· Does the description of the goal convey the type of activities associated with the goal (activities versus outcomes)?

· Does the description of the goal convey timing information (start, stop and/or deadlines)?

· Does the description of the goal convey resource requirements?

· Is achievement of the goal realistic and achievable?

· Does working toward the achievement of the goal have more of an upside than downside?

What is the overall ranking of the goal (“1” is the highest) compared to other strategic goals (if known at this time)?

Worksheet #12:  Strategies

Complete this worksheet for each strategy.  

Describe the strategy (see checklist below):

What strategic issue or strategic goal do these strategies primarily apply to?

What challenges might exist in implementing the strategy?


How might those challenges be overcome?

Validate the strategy using these criteria:

· Is the description of the strategy understandable and explainable?  

· Is implementation of the strategy within the legal charter of the organization?

· Is the strategy in accordance to mission, vision and/or values of the nonprofit?

· Does the strategy have predictable and acceptable effects on stakeholders?

· Does the strategy consider the nonprofit’s strengths and opportunities, weaknesses and threats?

· Does the description of the strategy convey the level of application (organization, program, etc.)?

· Does the description of the strategy convey the type of activities associated with the strategy (activities versus outcomes)?

· Does the description of the strategy convey timing information (start, stop and/or deadlines)?

· Does the description of the strategy convey resource requirements?

· Is implementation of the strategy realistic and achievable?

· Does implementation of the strategy have more of an upside than downside?

Worksheet #13:  Action Planning

Action planning specifies who will do what and by when in order to implement each strategy.  Complete this worksheet for each strategy, identifying actions to implement that strategy.  The “Status and Date” column can be used to record when the plan was last monitored and the status of implementation.  The format of the following worksheet might be helpful to you.  Complete this worksheet for each strategy.  

	Actions for Strategy #
	Date of Completion
	Responsibility
	Status and Date
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