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INTRODUCTION TO THEKIT

When asked “What is a community?”,
Aboriginal people often answer

“A community is a group of people
sharingand caring.”

This series of manuals is about just
that: sharing information and skills
to empower people so they can
better care for their communities.

Training incommunity development
and program evaluation has been
identified by Health Canada and by
national Aboriginal organizations as
apriority need.

In order to fulfil this need, training
workshops were offered between
1993 and 1995 to approximately
300 Aboriginal people across
Canada, most of them front-line
healthworkers. The training was
based on a generic package of
resources on health promotionand
community development called the
Community Action Pack.

Experience and feedback received
fromthe participants during the
workshopsand after theyreturned
to their communitiesled to the
developmentof this new kit.

Community Action Resources for
Inuit, Métis andFirst Nationswas
developed specifically for Aboriginal
people, taking into consideration
their values, culture and way of life.

This kitis a self-help tool for
Aboriginal people who want to geta
community development project off
the ground.

The series of six manuals contains
information, tips, examples and
ready-to-use charts that you can
copy and use for yourself or to train
othersinyour community. Itis
intended tobe user-friendly,
emphasizing questions suchas
what, why, when and how to
accomplish the different steps ofa
community development project.

Community Action Resources for
Inuit, Métis and First Nationsuses a
holisticapproach, takinginto
consideration community
development know-how and context
as well as the human aspects that
are part of the entire process.




v

Ex;r IGC

to heE yo!
understand

®
Q©®  PLANNING
@G

Community Action Resources
for Inuit, Métis and First Nations

Look for the following symbols.
They will help you apply your skills
and knowledge.

tips

examples

exercises

Whatis acommunity?

Let’s take a moment to think about
theword “community”. Communities
are not justa question of geography.
Peopleinavolley-ball league can be
a community. A support group can
beacommunity. Members of achurch
canbeacommunity.Communities
are people with somethingin
common, something thatis
important to them. The members of
acommunity depend on each other

as they work together to

accomplish challenging tasks.

A community can be seen as a

group of people:

e livinginthe same geographical
area;

e sharingthe same culture;

e withacommon interestor
concern; or

e withasharedsenseofidentity.




Community Action Resources
for Inuit, Métis and First Nations

®
PLANNING l6):
ONE)

Add to or comment on this definition. Whatis a community to you?

Communitydevelopment:
making communities healthier

The World Health Organizationand
Health Canadahave defined health
as more than the absence of illness
and disease. Health is a sense or
state of physical,emotionaland
psychological well-being. Healthisan
individual or group's ability toreach
goals, to satisfy needs, and to cope
with or change their environment. In
acommunity context, itis the
ability of a community to sustain
itselfin a caring and fulfilling way.
Inother words, health means
looking after ourselvesand others. It
ispromoted through having access

to servicesappropriate to our
needs. Itis enhanced by livingina
clean environment and by a spirit of
community (feeling part ofa group
of people who care about each other).

This means that groups thatare
concerned with the kind of housing
availableintheir community, reducing
violence, developing the local
economy or starting a self-help
group forbereaved parents canbe
seenasimproving and promoting
the health of theircommunity.
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A step-by-stepprocess

Is there a secret to turning a good
ideaintoasuccessful project?
Actually, there is no secret. Groups
follow different paths toaction, yet
experience shows that successful
efforts use some “tried and true”
steps.

Most groups go through the steps
of identifying needs, planning
activities, finding volunteers and
funding, evaluating and helping
peoplework together through the
normal ups and downs of an
activity. Community Action
Resources for Inuit, Métis and First
Nationsis builtaround these steps.

Starting anew activity is like
planning a trip to a place you have
never been.

Just as you need a map for your
trip, you also need a map for your

community activity. This map will
help you figure out where you are,
whathasbeenaccomplished, and
point out what still needs to be
done.

The following diagram is your map
to the steps for community action
thatis described in Community
Action Resources for Inuit, Métis and
First Nations. Each circle represents
astep in the process of developing
anactivity.

Theinterpersonal aspects of
community actionand the techniques
needed to carry out a project, such
as taking minutesin meetings, have
been gathered togetherin the
“Toolbox”. This circle has been
placed in the middle of the diagram
because the “Toolbox” can be useful
in all steps of the process.
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TOOLBOX

MAKING IT FINDING
HAPPEN RESOURCES

Itisimportant to remember that The processdescribedin

every group follows its own path, Community Action Resources for
which may be different from the Inuit, Métis and First Nationsis

one shown here. There isno intended to help you planactivities,
absolute “right” way of doing not to tell you what to do. The
things. You need to go with what diagram is like a map and you can
works best foryou. take as many side trips as you like.

There are no rules!
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I.INTRODUCTION TO PLANNING

Planning-a step toward
success

“Planning” can scare some people.
Yetplanningis aneveryday activity.
We all make plans. For example, to
getsomewhere, we planan
itinerary, and before going to the
grocery store, we make a list.

Planning a community projectcan
seem complex. Yeta structured and
rigorous approachallows you to
plan for SUCCESS.

Step by step

Planningis a structured step by
step process. The steps can be
determined and controlled inorder
toreach goals. This ensures that
everythingisinplace to guarantee
the success of a project.

Training goals

The goals are used toraise
awareness of the importance of

planning, the steps toachieveitand

its concrete application.

Objectives

At the end of this training, you
should be able to:

¢ understand the importance of
planning and the consequences
of not planning;

e puttogetheraplanfora
community program;and

e designanduse planning tools.

Approach

Planningis viewed asa structured
process thatallows you toreflect
and make good decisions. Itis also
viewed as a management tool for
individuals, groups and
organizations, whatever their size
or the complexity of their operations.
Without planning, you sailaimlessly
withoutlandmarksandrisk running
agroundatany time.

11
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II. WHAT IS PLANNING?

Definitions

Planningis a method of organizing Planningisreflectingand deciding
forsuccess. Itis examining where inadvance what to do, how to do it,
youare now, deciding where you when to doitand who does what.

would like to be within a certain
time and taking the necessary steps
ingetting there.

You wake up and it’s 8:00 a.m. You have a 9:30 a.m. appointment with the
nurse for ablood test.

In theright-hand column, write the activities in the order you have to do

them.
Breakfast

Getdressed

Getwashed

Getup

Leave for the nurse’s officeat9:15 a.m.
Getablood test

e N N e T
~— N N N N N

Whatdid you doin this exercise?
You planned. Youreflected and
decided on:

e your objective

* how to move forward
e when to do it

e who will do it.

13
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Whoplans?

Everyone plans! It is part of daily
life. Planning means investing
financial resources, time and energy
inthe organization of activitiesin
order to reach a goal.

Tobe mosteffective, no single
person should be responsible for
the planning processes ofan
organization, associationor society.
Nevertheless, you canchoosea
group coordinator.Itisa goodidea
tobring together ateam composed
of the following kinds of people:

e peoplewhohaveassessed
needs;

e staff;
e outsideresource people;

e people who will work on
the project; and

e peoplewhowillbe affected
by the project.

Bringing together this kind of
teamensures that planning will be
consistentwith targeted needs and
results.

Think aboutbringing together a planning team for your project. Write
down the names of people who could be part of it:

14
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Twolevels of planning

There are two levels of planning:
a) short-termplanning

Short-term planning focuses on
one year (oran even shorter
time frame). [t must be
operational or, in other words,
identify specific qualitative and
quantitative results.

b) long-term planning

The organization orientsits
activitiesand sets objectives to
be achieved over a period of two
to three years. Thisis
orientation or strategic
planning.

These two levels of planning are
included in the planning process
described in this training.

15
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Planning in thelifeof a

program

Planningis the step that follows demonstrates theimportance of
assessing community needs. Good planning in the managementofa
planning ensures your project will communityaction project.

gowell. The following diagram

ASSESSING FINDING MAKING IT
NEEDS —>| PLANNING | - RESOURCES - HAPPEN — | EVALUATING
e Assessing ¢ Defining ¢ Finding e Teamwork ¢ Planning
community the goals volunteers and getting
needs and ¢ Collecting the
objectives e Hiring staff information evaluation
¢ Defining for the going
theissue ¢ Identifying ¢ Finding evaluation
orproblem the other ¢ Gathering
necessary necessary and
resources resources analysing
(money, the
materials, information
services)
¢ Drawing
conclusions

16
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Remember

Planningisidentifying:

?

nyg nyg nyg
N N e e N

"N

Where are we?

e creating an atmosphere of trust
¢ analysing the situation

Where do we want to go?

e What is our potential?
* Who are we?

How can we achieveit?

e priorities, goals, objectives

With what means?
e steps to take?

e opportunities?
e workplan?

Have our efforts been successful?

e monitoring the progress
e evaluating theresults

NP NP N N N

17
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III. WHY PLAN?

Since planningisa structured
process, it provides you witha
system for all communityaction
projects. Itis anintegral part of
your work.

Planning can help:

organize your activities so they
are consistentwith the priorities
you have set;

reduce the margin of error;

prepare for change;

get the best out of your
resources at the most
appropriate time;

create an atmosphere of trust
and security;

ensure follow-up, evenwhen the
people who work on the project
change,;

create a solid base for your
project;and

your project succeed.

19
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IV.HOWTOPLAN?

Planningisastructured process
comprising six steps:

e formulating your mandate;

e developingyourstrategy;

e establishinglong-term goals;

e establishing short-term
objectives;

e determining how theimpactof
the processesand activities will
be measured;and

e producingaworkplan.

Each step has precise objectives.
The diagram on the following page
gives a general idea of the tasks to
beaccomplished.

Itisimportant to take the six steps
intoaccountduring the planning
phase of your project. You can
tackle the stepsin the order that
best suits you.

Note:

The first two steps of the process
involve tasks that can be given to
small working groups. The other
steps must be carried out by the
planning group.

21
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Planning process

Whatare therole, services,

clientele and strengths of your
organization?
Formulating

the mandate

What needs do you want to
respond to?

What are your organization's
fields of interest?

2T

Developing
the strategy
What do you want toaccomplish?
What changes are you aiming for?
Establishing

long-term goals

What specificand measurable
results do youwant toachieve?
Establishing
short-term
objectives How will you know if the
objectives have been met?
Whatimpactare you hoping for?
Evaluating
theimpact
Who will do what, when, how,
with whom, with what, etc.?
Producing
aworkplan

The following pages examine each step of the planning process in detail.

22
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Formulating the mandate Formulating

the mandate

Understanding the present helps &

you plan for the future. All serious peveloping
estrategy

planning is based on an analysis of =
the organization’s current state. Establishing

long-term goals

=

Establishing
short-termobjectives

&

Evaluating
theimpact

=

Producing
aworkplan

In order to paint a current picture of your organization, take a few
minutes to answer these questions:

e Whatistherole of yourorganization?

e Whatare your mainservices and products?
e Whoareyourmostimportantclients?

e Whatmakesyour group unique?

e Whatare theadvantages of yourservicesand products?

The answers to these questions will help you obtain an overview of the
state of your organization.

The state of your organization

Toanalyse the current situation, meetings and interviews. These

you may have to gather data on methods were examinedin detail in
your organization’s members. You the manual entitled “Assessing
canuse the following methods for Needs”.

surveying: questionnaires,

23
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help you obtain good results.

State the questionnaire’s goal.

Indicate the return date.

o ok W

future.

N

13. Testyour questions.

14. Finishonan optimistic note.

Startbyasking easy questions.

12. Avoid questions thatare too vague.

If you decide to use a questionnaire, the control list provided below will

Start with general questions (e.g., name, address, telephone number).

Categorize questions by themes or objectives.

Ask questions about the current state before you ask about the

Giveall theinformation thatis needed to answer the questions.
8. Varytheformulation of the questions.

9. Addabriefintroductionif the questionis difficult.

10. Foresee questionsabout the workplanand relevantissues.

11. Provide space foranswers and extracomments.

15. Includeapre-stamped and self-addressed envelope.

Yourmandate

Once you have information about
the current state of yourorganization,
you will be well prepared to create a
mandate orreview an existing one
to seeifitis still valid.

The mandate contains precise terms
adopted by the organization’s
members to justify its existence. It
describesits function oritsreason
forbeing.

24
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In other words, the mandate
describes the organization's mission.

VR

Here are two examples of mandates: cables

understand

to help yo
e Togather funding from commercial companies to give disabled \
children the special services they need.

e Toenrichthelife of elderly people by providing them with ameeting
place and appropriate activities.

If you want to check the accuracy e Which parts of the mandate are
and validity of your organization’s still valid for our organization?
mandate, you can ask yourmembers e Which partsare nolonger valid?

thefollowing questions:

e Doesour mandate describe what Activities should correspond to the
we are accomplishing? mandate and not the other way
around.

Take a few minutes to answer these questions. Do you think your mandate
needs to be reformulated? If so, start by taking notes on the ideas it should
contain. Writing the mandate is the next step in this manual.

If you do not have a mandate, ask the statements describe whatyou
your members during a meeting or do and what you represent. A
through asurvey todescribein one mandate is not a slogan, butan
sentence why the organization exact description of your

exists. Thenorganize theresults so organization’sreason forbeing.

25
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Q This list of questions will help you write or revise your mandate:

= e Does your statement start with a verb?

e [sit simple and clear?

e Does it describe “what” and “how”?

e Does it conform to reality?

e Does it precisely describe what your association isand whatitdoes?
e Does it take all the members into account?

e Doesitleave room for growth and development?

® Doesit consist of a single sentence?

Asyou have no doubt noticed, a mandate constitutes arallying cry to begin
planning. Try towrite down your organization's mandate. To help you, use
thelistof questions provided above.

26



Community Action Resources
for Inuit, Métis and First Nations

®
PLANNING l6):
ONE)

Developing the strategy

Now that you know your
organization's mandate, you will be
abletoset priorities foractivities,
programs and projects.

Elaborating your strategy involves
identifying:
e yourmembers'fields ofinterest;

e theneedstobe fulfilled and
desired changes;

e theobstaclestobeovercome;
and

e thechanceofsuccess.

Formulating
the mandate

=

Developing
the strategy

=2

Establishing
long-term goals

=2

Establishing
short-termobjectives

&

Evaluating
theimpact

=

Producing
aworkplan

The members'attentionis focused
byidentifying fields of interest.
These are the zones of commitment
thatrequire everyone’s cooperation
if the results are to be satisfying.

e trainthe trainers

e organizematches

Inanathleticassociation, the fields of interest could be:

e determineregulationsandroles of officials.

Yourorganization’s fields of
interestare probably associated
with programs, issues and
problems to be solved.

Toidentify needsand desired
changes, re-examine theresults of

your needs assessment. Relying on
the group's mandate and its fields
of interest makes it much easier to
decide which needs, concernsor
problems deserveattention.

27
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Identifying obstacles that mustbe concentrate its efforts or, in other
overcome and evaluating your words, what constitutes your project’s
chance of success means your group strategic points. After deciding how
is paying attention toeverything that to tackle these points, youmight
couldinfluence the project. The evenneed toreformulate your
group should decide where to mandate.

Think about your organization.Identify the fields of interest that you
must take into accountin your planning process. List four or five of them.

Withreference to your organization's mandate and its fields of interest,
identify which of the changes targeted in your needs assessment you
would keep. List three or four of them.

Based on the knowledge you have of your group, your projectand the way
your community functions, identify two to three obstacles that your group
mightencounterand how you plan toovercome them.

Obstacles Solutions
[ ] [ ]
[ ] [ )

28
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Establishinglong-termgoals

The steps of the planning process
have not yet required teamwork.
The next step is better suited toa
workshop thatbrings all of the
members of the planning group
together.

Identifying priorities

Establishing long-term goals means
priorities must first be set. This
task allows yourorganization to
specify the importance thatit
places on what it is now
accomplishingand what it will
accomplishin the future, givenits
human and financial resources. You
express your statement of purpose
when you determine your priorities.

Howtoidentify priorities

There are several ways to identify
priorities, but theyall require that
you consultas many members of
your organization as possible. This
consultation can be carried out by
the planning group.

Formulating
the mandate

=

Developing
the strategy

&

Establishing
long-term goals

&

Establishing
short-termobjectives

&

Evaluating
theimpact

=

Producing
aworkplan

It should allow you to identify:

o whatworkswell;
e whatneedstobeimproved;and

e theresultsexpectedinafew
years'time.

Based on these elements, you can
give priority toactivitiesinorder to:
e obtaindesiredresults;

¢ maintainthe quality of what
already works well; and

e improve the quality of what
doesnot work as well.

29
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Here are some tips to help you gather suggestions during your
consultations:

e Use the “brainstorming” method. Get ideas down on paper as they
come up, without judgingor interpreting.

e Whenyoudon'thave muchtime, divide the questionsamong the
different groups. Each group starts by tackling a different point, so
that when time runs out, all the questions will have been dealt with.

e Useadata-gathering tool during the workshops, such as the
consultation form model outlined below.

Consultation formmodel

Field of interest:

Names of participants:

e Whatworks well in this area of planning?

e Whatneedstobeimproved?

30
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' ¢ Imagine that two years have elapsed and, as aresult of our planning :
operation, ourassociation hasattained its objectives and resolved its
problems withoutdifficulty. Describe the situation as you seeit.

¢ Inlightofthe answers that youhave justgiven to the three preceding
questions and your experience within the organization, indicate your
priorities in the area of planning and list the first six in order of
importance (from the first to the sixth).

31



. 2 PLANNING Community Action Resources
- G) for Inuit, Métis and First Nations

Think about your organization and choose one of the fields of interest
thatyouidentified in the preceding exercise. Try toanswer the following
questions:

e Whatworks wellin this area (3-4 elements)?

e Whatneedstobeimproved (3-4 elements)?

e Imaginethattwoyearshaveelapsed and yourobjectives have been
reached. Describe the situationas you see it.

e Inlight of theseanswers, indicate your project's priorities in order of
importance (4 priorities).

N

32
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Howtodefine goals
Youmust transform prioritiesinto purpose and reflect the strategic
goals. Theyexplain your project’s pointsidentified as priorities.
Here are examples of statement of goals: caples
to help you
e toimprovethe quality of training d”\

e toreachawideraudience

e toincreaseour funds.

You will notice that a goal is:

e ageneral statement
e atargetedresult
e easilyunderstandable

e areflection of everyone’sintention.

33



®
Q©®  PLANNING
@G

Community Action Resources
for Inuit, Métis and First Nations

To help you transform your priorities into goals, you can use the following
process:

Defining goals

What to do?

How?

Foreachfield ofinterest,
identify three to four priorities
to be attained over the next
three to four years.

Workshop of the planning group
divided into sub-groups
according to the field of interest.

2. Provide participants with See examples on this page.
examples of statements of goals.
3. Ask them to draft goals that Instructions: The goal must start
correspond to each priority. with anaction verb in the
infinitive.
4. Ifnecessary,usea

data-gathering tool.

See model on following page.

34
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Goalsidentification model
Field of interest:
Participants:
Priorities Corresponding goal

1 1
2 2
3 3
4 4,

Inthe preceding exercise, youidentified your organization’s four priorities.
Now draft the corresponding goals.

Priorities Goals

35
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Establishing short-term
objectives

For this step, you should ask
“Where do you want to go?” This
does not meanre-examining your
organization’s mission. It means
specifying theresults you seekina
giventime or, in other words, your
short-term objectives.

Whatis anobjective?

Objectivesare the specificand
measurableresults youwish to
achieve. Theyare detailed and fitin
a short time frame. They provide a
thorough description of the
changes that your projector plan
targetsover thelong term. They
mustbe closelyrelated to your goals,
sowhenyouachieve your
objectives, you alsoreach your
goals.

Formulating
the mandate

=

Developing
the strategy

&

Establishing
long-term goals

&

Establishing
short-term objectives

&

Evaluating
the impact

=

Producing
aworkplan

Objectives also containinfinitive
verbs. They specifically describe:
e whatyouwanttoaccomplish;
e whatwillbedone;

e howitwillbe done;and

e whenitwill be finished.

36
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Ex;h I@Q‘

to help yoi
. - - .. . understand
Inthe coming year, give sixlectures on Aboriginal role models and their et \
accomplishments.

Here are some examples of objectives:

Convince half the smokersin your community to participateina
“quit-for-a-day” special challenge.

Distribute a fact sheet on adult survivors of childhood sexual abuse to a
specificdistrictorregion.

You can see that these objectivesare: e specific
e realistic
e measurable.

Take a few minutes to write down two to three objectives with the follow-
ing goal. Toimprove the quality of training for our club’s hockey players.

Objectives:

Yourobjectives should describe:

e thedesiredresult

e whatyouare goingtodo
e howyou are going to do it
e whenyouwillfinish.

They mustbe specific,understandable, realistic, measurable and stimulating.

Whenyouwrite your objectives, make sure you clearly state:
e what -

e how
e when.

Hereisatip to help youcheckif your objectives are well formulated: Q

37
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Howtoidentify
specificobjectives?
Toidentify yourorganization’s accordingto fields of interestand
specificobjectives, divide the complete the following toolin
planning group into subgroups workshops:
Field of interest:
Goal:
Corresponding objectives
Istyear 2ndyear 3rd year 4thyear
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Take afewminutes to describe some of your organization’s objectives. To
do this exercise, refer to one of the goals defined in the previous exercise
and complete the following chart by:

e identifyingoneofyourorganization’s goals (refer to the preceding
exercise); and

e writing two to three objectives which youwill achieve over the firstand
second yearand which correspond to your goal.

Your organization’s goal:

Corresponding objectives

1styear 2ndyear
. .
. .
. .
. .

* Do yourobjectives start withan infinitive verb?
¢ Do they describe what you want to do?
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Evaluating theimpact

Onceyou have defined your
objectives, how will you know when
you have achieved them? To
evaluate theirimpact, the objectives
mustbe measurable.

You have to ask yourself:

e Whenwill the follow-up be
done?

e Howwillit be done?

Afollow-up will indicate if there are
gapsbetween what you expectand
whatreally happens toensure
results are attained. A follow-up
allows for any necessary
adjustments.

This step in the project planning
process determines whenand how
the follow-up will be carried out
during the development of the
project.

Formulating
the mandate

=

Developing
the strategy

&

Establishing
long-term goals

&

Establishing
short-termobjectives

&

Evaluating
the impact

=

Producing
aworkplan

Aworkplanisnot complete unless
itanticipates control pointsat
differentintervals during the
project. You must follow the
progress of the actions and evaluate
theresults.
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Objectives

Follow-up

In the coming year, give six
lectures on Aboriginal role
models and their
accomplishments.

Convince half the smokers
inyour community to
participateina “quit-for-a-
day” special challenge.

Distribute abrochure on
adult survivors of
childhood sexual abuse to
a specificdistrictor
region.

Usingavery simple questionnaire, ask people
short questions such as:

“Which sport do you associate Kim Awashish

with?”

“Is Kay Linklater a painter, a sculptor or a singer?”

Conductatelephone surveyinyour
community to evaluate the proportion of
smokers who successfully took the challenge
to quit smoking for a day.

Have the health worker ask each adult he or
she seesoverathree-week period:

e if theyreceived the brochure

e if theyread it

e what they think about it.

( ]
Exah| [6?
to help yoi
understand

You will note that the follow-up
toolis simple and lets you measure
the impact of the action.

As partof project planning, you can start thinking about the importance of
following up on your results. [t will help if you refer to the objectives you
drafted in the previous exercise. Select one of these objectives and state
when and how you will follow it up.

My objective:

When I will follow it up:

How I will follow it up:
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Preparing aworkplan

At this point, the following
questions need tobe answered:

e Howshould you proceed?
e Whenshould youact?

e Whowillaccomplish what?

This involves identifying the means,
timetables, operations and people
in charge. Thisis a short-term
planningactivity because you
define individual tasks that allow
you toreach objectives.

Formulating
the mandate

=

Developing
the strategy

&

Establishing
long-term goals

&

Establishing
short-termobjectives

&

Evaluating
the impact

=

Reparing
aworkplan

How to prepare aworkplan

You must first determine how to
achieve each objective. You should
listthem and then determine their
logical sequence.
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. aples
Hereisanexample: fohegyo\
understand

You want to organize an annual event to honour two Elders. You hope to
raise at least $500 to buy them a gift.

Your projectinvolves several activities. First, you will have tolistall of
the activities thatwill let you complete your project (what):

e printtheinvitations

e find volunteer musicians

e reserve thehall

e gethelpfromcollaborators

e find speakers to talk about the most important events in the life of
each of the Elders

e setadate

e writetheinvitation

e distributetheinvitations

e Dbuygifts

* etc.

Next, you need to determine the logical sequence of activities:

get help from collaborators
set a date

reserve the hall

find volunteer musicians
write the invitation
printtheinvitation

hand outinvitations

find speakers to talk about the most important events in the life
of each of the Elders

9. buygifts

10. etc.

® N oUW
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Onceyou have determined “what”,
you have figured out how to carry

outyour project. This step consists
of defining who does whatand when.

Activities
(What)

Personincharge
(Who)

Timetable
(When)

Onceyou haveidentified “who”,

you have figured out who is in
charge of each activityand divided
the tasks among the different
participants. Once you have

identifed “when”, you know the

date when the activity should end

and the amount of time that will be

devoted toit.
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My objectiveis:

Take a few minutes to think of one of the objectives of your community
projectand list what you need to do to achieve it.

Thelist of operations (4-5)is:

Place these operationsinalogical sequence. Complete the following chart:

Personincharge
(Who)

Timetable
(When)

Means
(What)
1.
2.
3.
4.
5.
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Once this charthasbeen completed,
ask the following questions:

e Iseachoperationdirectlylinked Is the personin charge capable
tothe targeted objective (what)? of fulfilling this task?

e Doeseachoperation correspond Isthe timetable realistic?

to a specific task?

Positive answers to these questions will ensure the success of your
workplan.

Make sure you describe only the operations that are linked to the
first-yearobjectives. Most forecasts thatextend beyond 12 months will
notbeapplicable when the time comes.
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