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[bookmark: _Implementation_Action_Planning][bookmark: _Appendix][bookmark: _Toc180400856]Guide to Appendices
	Tool
	Purpose & Application
	Location

	Planning for Implementation

	Implementation Readiness Reflection
	Use first to review and reflect on goals and strategies developed for your strategic plan.
	Appendix A – ii-iii

	Implementation Foundations: Engage Strategic Partners

	Influence, Interest, and Impact Partner Analysis
	Use to deepen your understanding of the interest, influence, and impact of strategic partners.
	Appendix B – iv

	Power/Interest Grid for Partner Analysis
	Use to group and prioritize partners to inform communication methods and frequency.
	Appendix C – v

	Agenda for Strategic Conversations
	Use to promote alignment with partners and/or define key actions for plan implementation.
	Appendix D – vi

	Implementation Foundations: Communication

	Communication Planning Template
	Use to plan communication strategy based on audience’s awareness level and the results of the partner analysis.
	Appendix E – vii

	Implementation Foundations: Assess Potential Risks and Challenges

	Risk Assessment Template
	Use to evaluate potential future risks and their likelihood of impacting your strategic plan.
	Appendix F – viii

	Root Cause Analysis
	Use to identify the root cause of the challenge and potential solutions for resolving the issue(s) preventing or delaying progress.
	Appendix G – ix

	Implementation Action Plan Cycle: Prioritize Action Steps

	Eisenhower Matrix
	Use to prioritize tasks, allocate resources effectively, and balance urgent demands with long-term objectives.
	Appendix H – x

	KPI Planning Chart
	Use to reflect on which KPIs are necessary and how they will be measured.
	Appendix I – xi

	Implementation Action Plan Cycle: Developing a Work Plan

	RACI Chart
	Use to identify and clarify roles and responsibilities for plan implementation.
	Appendix J – xii

	Implementation Action Plan Cycle: Tracking Progress

	Goal Progress Chart by Quarter
	Use to communicate at a high level progress on outcomes, action steps, and strategies.
	Appendix K – xiii

	Kanban Board by Goals
	Use to communicate at a high level progress on outcomes, action steps, and strategies.
	Appendix L – xiv

	Goal Progress GANTT Chart by Month
	Use to communicate at a high level progress on outcomes, action steps, and strategies.
	Appendix M – xv

	Agenda for Implementation Progress Conversation
	Use to hold progress conversations and hold regular check in meetings with staff.
	Appendix N - xvi

	Implementation Action Template
	Use to create your implementation action plan for the five-year SAEF strategic plan.
	Appendix O - xvii
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[bookmark: _Appendix_A:_Implementation][bookmark: _Toc178771421][bookmark: _Toc178771484][bookmark: _Toc180400857]Appendix A: Implementation Readiness Reflection

Prepare for implementation by reviewing the goals and strategies you developed for your five-year strategic plan using the following prompts. 

	Reflection Prompt 
	Considerations 
	Notes

	Why is this goal important enough to be included in the plan? 
 
	Reflect on the original thinking behind the goal including key advocates, champions, and strengths that can be leveraged to achieve it. What, if anything, has changed since the goal was developed, and how might that impact implementation efforts? Does the goal need to be modified based on any changes since the submission of the strategic plan? 
	

	Who needs to be involved to achieve the outcome? 
	Consider who needs to be at the table to achieve this goal including internal and external leaders, partners, decision-makers, champions, etc. 
Consider the staff capacity and expertise that will be beneficial in achieving this goal and the network of partners, participants, providers, and/or champions that may have valuable feedback or input into the process. 
	

	What are you trying to accomplish? 
	Reflect on the resources that will be required to achieve the goal (funding, personnel, timeframe) and if there are sufficient resources available. What strategies, processes, or resources need to be adjusted?
	

	By when must this goal be accomplished? 
	Consider the target date for deliverables in the context of your overall grant and program model design. Think backward from your final deadline to anticipate check-in points. Factor additional outreach events (e.g., National Apprenticeship Week/Month) and professional development activities (e.g., conferences and training) into your planning.  
	

	How will you know that you have met your goal? 
	Consider the measurements and milestones that can be used to assess your progress along the way, including the information you will need to collect or access and the supporting data collection tools or processes that may need to be implemented. 
	

	What if your goal falls off track? 
	Consider the contingency options and strategies to identify and mitigate risks to successfully achieve your goal. What challenges or opportunities did you anticipate during strategic planning that may be a risk to your implementation success? 
	



[bookmark: _Appendix_B:_Influence,][bookmark: _Toc178771422][bookmark: _Toc178771485][bookmark: _Toc180400858][bookmark: _Toc178771423][bookmark: _Toc178771486]Appendix B: Influence, Interest, and Impact Partner Analysis
List all partners and groups that are most likely to be impacted by or have an impact on plan implementation, and analyze their interest, influence, and impact using the corresponding prompt questions.
	Relevant Party 
	Interest 
	Influence 
	Impact 
	Other Relevant Information 

	Name of organization or group 
	Why are they likely to be interested in this plan? 
	How might they have power to block or facilitate this plan? 
	How might they directly benefit from or be negatively impacted by this plan? 
	What else should we know about engaging with this party? 
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[bookmark: _Appendix_C:_Power/Interest][bookmark: _Toc178771424][bookmark: _Toc178771487][bookmark: _Toc180400859]Appendix C: Power/Interest Grid for Partner Analysis
 
Arrange partners in one of the four quadrants in the grid based on their level of likely influence and interest in the plan. Partners with a high level of influence should be closer to the top of the grid, and partners with strong interest should be closer to the right side of the grid.
	Meet Their Needs
	Manage Closely

	
	

	Connect as Needed
	Keep Informed

	
	


Level of Influence
Level of Interest


[bookmark: _Appendix_D:_Agenda][bookmark: _Toc178771425][bookmark: _Toc178771488][bookmark: _Toc180400860]Appendix D: Agenda for Strategic Conversations
Use the template below to develop an agenda for strategic conversations with partners. Refer to the Example of an Agenda for Strategic Conversations for ideas for each section of the agenda. Be sure to include who will be leading the discussion for each part of the agenda, timing for the discussion, and an objective for the meeting.
Meeting Name:
Objective:
Location: 					Date:				Time:
	Time
	Item

	
	Introduction & Opening Remarks

	
	Strategy Review



	
	Discuss Current State
1. 


	
	Analyze Potential Risks or Roadblocks
a.  
b.  

	
	Confirm Priorities
a.  
b.  

	
	Action Planning
a.  
b. 

	
	Adjourn



Next Meeting Date: 
[bookmark: _Appendix_E:_Communication][bookmark: _Toc180400861][bookmark: _Toc178771426][bookmark: _Toc178771489]Appendix E: Communication Planning Template
Identify key individuals and/or organizations that will need to be updated on implementation progress. Use the prompts below to develop a tailored communication approach. 
	
	Individual/ Organization #1
	Individual/ Organization #2
	Individual/ Organization #3
	Individual/ Organization #4
	Individual/ Organization #5
	Individual/ Organization #6

	Audience (individual or group)
Who should be updated? 
	
	
	
	
	
	

	Awareness level
How much do they know about the grant or program?
	
	
	
	
	
	

	Understanding of goals and strategies
What is their understanding of the broader strategic vision?
	
	
	
	
	
	

	Support of implementation efforts
What is their role in implementation efforts?
	
	
	
	
	
	

	Actions or responsibilities for implementation
What specific actions or responsibilities should they take based on the update?
	
	
	
	
	
	

	Communication strategy
How will implementation progress be shared?
	
	
	
	
	
	



[bookmark: _Appendix_F:_Risk][bookmark: _Toc180400862]Appendix F: Risk Assessment Template
Identify potential internal and external risks that may pose a threat to plan implementation. Assign a rating to each risk based on the likelihood of occurrence and the potential impact. Calculate the overall value by multiplying the likelihood value by the impact value, and create a strategy to mitigate negative effects or delays.
	Potential Risk 
	Likelihood
	Impact
	Risk Value
	Risk Mitigation Strategy

	New President elected 
	5
	2
	10 (5 x 2)
	Have monthly check-ins with the FPO to stay up to date on any changes.

	Delays in legislature approving funding 
	3
	5
	15 (3 x 5)
	Schedule meeting with House/Senate Committee Chair to brief on plan and grant award.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



[bookmark: _Appendix_G:_Root][bookmark: _Toc178771427][bookmark: _Toc178771490][bookmark: _Toc180400863]Appendix G: Root Cause Analysis
Use the prompts in the table below to reflect on the deeper root causes of a challenge.
	Step
	Considerations 
	Notes

	Identify the challenge.
	· Define the problem and describe what has occurred.
	

	Collect information about the problem, including the frequency, duration, and effect. 
	· What sources have you used to gather information about the problem?
· What challenges have you had collecting data?
· Who needs to be involved to help identify the problem?
· What additional sources, if any, will help you to identify the problem?
	

	Contributing factors
	· What factors are contributing to the problem?
	

	Determine and specify what should have happened.
	· What is the ideal situation? What does it look like if practices or processes are done as intended or expected?
	

	Determine the causes—5 whys.
	· Review the sequence of events, assess the environmental conditions, and use “why” to drill down to detailed processes to identify the root cause.
	Challenge:
· Why #1:
· Why #2:
· Why #3:
· Why #4:
· Why #5:
· Root cause issues:

	Identify potential solutions.
	· What are possible solutions to the root cause you identified?
	



[bookmark: _Appendix_H:_Eisenhower][bookmark: _Toc178771429][bookmark: _Toc178771492][bookmark: _Toc180400864]Appendix H: Eisenhower Matrix
Use the template below to rank the urgency and importance of each task so you can determine when they should be completed or prioritized.
	 
	Urgent
	Not Urgent

	Important
	Do first—Complete the action now. 
	Decide—Schedule a time to complete the action later. 

	Not Important
	Delegate—Identify someone else to complete the action. 
	Do last or delete—Remove the action from your list. 



[bookmark: _Appendix_I:_KPI][bookmark: _Toc178771431][bookmark: _Toc178771494][bookmark: _Toc180400865]Appendix I: KPI Planning Chart
 
In the top row, identify action steps that will need to be tracked and measured. Using the prompts in the first column on the left, complete the KPI Planning Chart for each action step.

	Action Step
	
	
	
	

	What is your desired outcome? 
	
	
	
	

	How are you going to measure progress? 
	
	
	
	

	How can you influence the outcome?  
	
	
	
	

	How often will you evaluate performance?  
	
	
	
	

	How will you know when you’ve achieved the KPI?  
	
	
	
	

	What standard measures will show the impact of this outcome? 
	
	
	
	



[bookmark: _Appendix_J:_RACI][bookmark: _Toc178771433][bookmark: _Toc178771496][bookmark: _Toc180400866]Appendix J: RACI Chart 
Use the template below to assign staff to each deliverable, assigning one or more as Responsible (R), one staff member as Accountable (A), one or more as Consulted (C), and one or more as Informed (I).
	Strategy:  

	Agency 
	 
	 

	Staff 
	
	
	
	
	
	

	Deliverable:
	
	
	
	
	
	

	Deliverable:

	
	
	
	
	
	

	Deliverable:

	
	
	
	

	
	

	Deliverable:
	
	
	
	
	
	



[bookmark: _Appendix_K:_Goal][bookmark: _Toc178771435][bookmark: _Toc178771498][bookmark: _Toc180400867]Appendix K: Goal Progress Chart by Quarter 
Use the chart below to track activities and deliverables for your implementation plan for each goal. In the second row, write out each action step from your implementation plan. In the bottom row, write out each deliverable that corresponds to each action step. Track progress for each quarter using Complete, On Track, Ongoing, Delayed, or Paused.
	Goal #:

	​Action Step
	
	
	
	
	
	

	Q1
	​
	
	​
	​
	​
	​

	Q2​
	​
	​
	​
	​
	​
	​

	Q3​
	​
	​
	​
	​
	​ 
	​

	Q4​
	​
	​
	​ 
	​
	​
	​

	Deliverable
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Use the kanban board below to identify the status of each action step for the goals in your strategic plan. Action steps that have not started should be placed in the To Do column. Action steps that have started should be in the In Progress column. Once a deliverable for an action step is completed, the action step should be moved to the Completed column.

	Goal #: 

	To Do
	In Progress
	Completed
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Use the template below to develop a Gantt chart for each strategy in your implementation plan. Develop a timeline for each action step using the project timeline key to denote when deliverables will be drafted, if an activity is ongoing, and when a deliverable should be complete.

	Strategy:  

	No.
	Implementation Action Step
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep

	1.1
	
	
	
	
	 
	
	
	
	
	
	 
	 
	 

	1.2
	
	 
	
	
	
	
	
	
	
	
	
	
	

	1.3
	
	 
	
	
	
	
	
	
	
	
	
	
	

	1.4
	
	
	
	
	
	
	
	
	
	
	
	
	

	1.5
	
	
	
	
	
	 
	
	
	
	
	
	
	

	1.6
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	1.7
	
	
	 
	 
	
	 
	 
	
	
	 
	
	
	 

	1.8
	
	 
	 
	 
	
	 
	 
	 
	 
	 
	 
	 
	 

	Project timeline key
	Deliverable drafting and review process
(includes time and flexibility considerations for review process and challenges in obtaining data)
	Deliverable complete
	Ongoing activity
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Use the template below to develop an agenda for implementation progress conversations with staff members. Refer to the sample Agenda for Implementation Progress Conversations for ideas for each section of the agenda. Be sure to include who will be leading the discussion for each part of the agenda, timing for the discussion, and an objective for the meeting.
Meeting Name:
Objective:
Location:
Date:								Time:
	Time
	Item

	
	Opening Remarks and Overview of Agenda


	
	Status Update
1. 


	
	Analyze Progress Factors
1. 



	
	Action Planning
a.  
b. 

	
	Adjourn



Next Steps:
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Use the Implementation Action Plan Template to develop a work plan for each goal and strategy of your five-year strategic plan. Refer to the Implementation Action Planning section of this resource for descriptions of each part of the template. In the top two rows of the template fill out your goal and strategy information, identifying a priority level for the strategy. In the white boxes below list the action steps needed to complete the strategy, the action step number, the priority level for each action step, expected outcomes or deliverables for each action step, measures to determine progress in the KPI column, an implementation lead, due dates, and status. 
	Goal #
	Goal 

	Strategy # 
	Priority Level 
	Strategy 

	Action Step  # 
	Priority Level 
	Action Step 
	Deliverable 
	KPI 
	Implementation Lead 
	Due Dates 
	Status 
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