


Sample process plan – template

This template is an example of how to approach planning strategy work. It’s intended for inspiration, and it can be tailored to your needs in terms of timing, involvement and scope. Sometimes it may be necessary to adjust a plan along the way because some steps turn out to take more time, to build consensus or involve everyone whose input you’d like to have to ensure their buy-in.
You’re encouraged to use the template as a framework that can be adapted before use and as needed subsequently.

 
	OVERVIEW
	SUGGESTED ACTIVITY
	TIMING
	OWN TIMING - NOTE below:

	Before you begin: clarify your scope and objectives
	Determine the scope of the project (unit/theme) – see secondary questions on slide 4
	Before you arrive at your shared situation awareness.
	

	Develop shared situation awareness.
	Meeting/workshop based on process suggested on slide 7
	1-2 hr. meeting
	

	Craft strategic intent statement
	Manager or small working group crafts proposals for strategic intent statements Or the strategic intent is developed on the background of the working question on slide 10
	2-4 weeks after development of shared situation awareness
	

	Involve more people in crafting strategic intent statement
	Test strategic intent statement Present the strategic intent for fellow managers, staff, leadership team not involved in its development and get their input. Adjust strategic intent statement based on input from above.
	1-3 weeks after completion of first draft of strategic intent statement

	

	Stakeholder analysis (where relevant)
	Manager or small working group carries out stakeholder analysis to get an overview of who will be affected and what stakeholders need to be activated. See slide 19
	Before articulating unifying movements
	

	Articulate unifying movements
	Develop proposals for unifying movements statements based on the description on slide 12, in a working group.
Or the manager/a smaller working group develops proposals and then tests/discusses whether they resonate with relevant stakeholders, adjusting the wording based on input.
	Shortly after the strategic intent has been formulated – possibly in connection with the finalisation of the strategic intent.
	

	Involve more staff in the formulation of the unifying movements
	Test the unifying movements Present them to fellow managers, staff, leadership team not involved in its development and get their input.

	Before making short-term to-do lists
	

	Make short-term to-do lists
	For each unifying movement, the person(s) with the greatest influence on and responsibility for the unifying movement should make a short-term to-do list (see slide 14 for tips).
This could be the manager, other members of management, selected staff members or working groups.
	1-3 weeks after adoption of unifying movements
	

	Work with the strategy in the day-to-day
	After the short-term to-do lists have been made, the items on the list should be done, prioritised in the day-to-day and revised if necessary.
	Regularly
	

	Regular follow-up
	Decide on a cadence for follow-up on strategic work in the day-to-day It’s a good idea to revisit this every six months so it can be adjusted to reflect any changes, for example in conditions or tasks, that might lead you to revise the unifying movements or to-do lists. Can be done more often if the to-do lists cover shorter time periods. ​See slide 16 for suggestions.
	2 hrs. every six months (for example)
	






