Developing an ACTION PLAN PART 2

Total Time: 4 Hours

Date: Sunday, June 1, 2008
Needs: Laptop and projector; flip charts and markers, microphones
Purpose of presentations during 4-hour time block for project planning:
· To provide brief opportunities to draw upon fresh ideas

Per topic presentation format:

· Include 2-3 key ideas w/bulleted supporting information 

· Use NYI Action Plan as model example

· Include 2-3 questions to stimulate audience interaction

· Summarize 10-minute topic in a 50-word or less paragraph (handout or online availability)

Presentations Overview:
Fundamentals of an Action Plan: Activity, Timeframe, Person(s) Responsible, Marketing Strategy, Budgeting

	10-min Presentations
	Topics to discuss
	Model: NYI Action Plan

	Identify Activity
	Writing mission-related objectives with projected outcomes
	Note power point examples

	Create Time Frame
	Following timelines with benchmarks & multiple taskmasters

Delegating responsibilities and working as a team
	

	Person(s) Responsible
	Identify key volunteers, staff, decision makers; internal human resources (i.e. youth volunteers)
	

	Marketing Strategy
	Marketing your plan (i.e. blogs, other social media)

	

	Budgeting
	Itemizing a budget with quantifiable expectations
	


Facilitators:

You should have an interactive presence throughout this session – take on the facilitation role and visit each workgroup during each activity!  Make the right distinctions; keep them on the right track.  You should not be standing by yourself at the podium!

	Timeframe
	Facilitator
	Group Activity

	0:00

	· Introductions

· Recap the ideas that were shared with everyone on Saturday 

· Review the objectives of the action plan session
	

	0:10


	
	Group Discussion: Based on the gap they already selected each group should discuss the objectives of their action plan and solidify the gap in a line of service they will address.

	0:20


	· Short preview of the overview of the whole process for the youth volunteers and youth coordinators. 
· Share the general framework of the session: on flip chart paper the groups need to fill out info on the following: 
· Activity: objectives / results 
· Time frame 

· Person(s) responsible 

· Budgeting - estimating costs  

· Marketing/communication component 

Each point will be presented in more detail and explained later in the session.

· Explain outputs and give examples
In order to be able to measure the success of our project and to demonstrate the impact we need to identify what are the results or the outcomes. 

When identifying a project’s deliverables we can easily identify: 

outputs - they are easy quantifiable, and they document the amount, volume, quantity: e.g. about 300 youth volunteers and their coordinators participating, 15 workshops and events being delivered during NYI,  2/3 of all chapters that have a youth program were represented at NYI, three different training tracks  etc. 

or

outcomes – that help us identify the accomplishments and the impact of the program. It is more difficult to measure the outcomes; they make reference to change in behaviors and attitudes, acquiring new skill sets, etc. 

· e.g. call for action to diversify the services delivered by youth volunteers, create awareness and advocate for youth involvement, etc.
	

	0:35


	
	Task: Identify objectives/outputs and write this on flipchart.

( Some ideas

· Involving Red Cross Clubs at the chapter

· Involving youth volunteers within disaster services

· Allowing youth to teach H&S classes

· Establishing a youth services department  

	0:45


	Overview

· Discuss the components of a basic action plan. This should be a detailed presentation of each step to a constructing an action plan

· Objectives could be SMART objectives
·  Mission-related objectives
· Specific, Measurable, Acceptable, Realistic, Timeframe (Timeframe will be explained during next presentation)

· Indirect vs. direct (easily see and measure) objective 

· Example: NYI


	


	Timeframe 
	Facilitator
	Group Activity

	1:00


	Time Frame, Responsibility
· Making a realistic time frame 

· Focus on the school year, chapter events on the calendar
· How it can be incorporated to season/holiday 
· Following timelines with benchmarks and multiple taskmasters
· Importance of delegation of tasks
· Who to delegate responsibility to
· Refer from the prof dvlpmnt sessions:

· Identify the lead or coordinator
· Working in a team
· Identify key person(s) responsible: Human Resources 

· Internal human resources - youth volunteers
· Incorporate leadership volunteers, staff, key decision-makers – who are they?  What are their roles?
Review and answer questions/concerns.
	

	1:20


	
	Task: Identify activity/ time frame/ person(s) responsible 

Add this information to flip chart.



	1:40


	BREAK

	1:55


	Discuss the purpose of making this poster presentation. It will be useful to convey the project with others and receive constructive feedback.
	

	2:00


	
	Continue to develop action plan and continue to put all ideas on flip chart

	2:20


	Open the floor to discussion/ concerns.
	

	2:25


	Presentation: Budgeting/fundraising  – note power point

	

	2:35


	
	Each group can work on designing and incorporating a generic marketing component to their action plan.

	2:55


	Presentation:  Marketing/ communication/branding Component – note power point
	

	3:05


	
	Each group to go back to action plan and incorporate budgeting 

	3:25


	Summary and Review/ Answer Questions
	

	3:35


	
	Interactive Break

Groups can be paired to discuss each other’s flipcharts.

Intermingle different groups from different sessions


	3:55
	End of workshop
	


