Business Planning Checklist

Visit the Business Planning site on CityTalk for the resources noted below- http://citytalk/finance/BusPlanning_Home.asp

These do not need to be completed in the order in which they are listed

	Review and transfer common elements from Mayor’s budget document to business plan

	(
	-Move mission, values, business line description and org chart into the “Who are we” section of the new business plan template (p.3 of template)

	
	-Move the vision and department goals, objectives and measures table into the “What do we want to achieve” section of the new business plan template (p. 4 of template)

	

	Define tactics and /or department initiatives

	
	-Read guidance and identify tactics and/or department initiatives (p. 22 of handbook and p.5 of template)

	

	Develop action plans for the Enterprise Initiatives 

	
	Community Engagement

	
	-Read the community engagement guidance in the handbook (p.23) and look at the template (p.6)

	
	- Designate a CE representative for their department/division. (depending of the size of the department) 

	
	- Set up a meeting with Clara Perrin to develop the CE Action Plan in your business plan. (email or call Clara @ clara.perrin@ci.minneapolis.mn.us or ext 3163) Required attendees (if possible): Department’s head, department’s CE representative, department’s business plan liaison

	
	-Prior to the meeting with Clara, fill out the CE worksheet provided and make a copy of any CE guidelines or model your department is currently using (if any)

	
	-Develop a customized CE action plan with Clara

	

	
	Sustainability Plan

	
	-Read the sustainability plan guidance in the handbook (p.29) and look at the template (p.7)

	
	- Set up a meeting with Gayle Prest and/or Daniel Huff for assistance in developing your Sustainability Action Plan. (gayle.prest@ci.minneapolis.mn.us ext. 2931or daniel.huff@ci.minneapolis.mn.us ext 5863) 

	
	- Designate a department/division sustainability representative 

	
	-If you are CPED, Regulatory Services, Public Works or Health and Family Support complete Attachment A: Worksheet for Sustainability Current and Best Practices (send to Gayle and Jay, but do not include in business plan) and Attachment C: Department 5-year Action Plan Template (insert in business plan)

	
	-If you are from any one of the other departments complete Attachment A: Worksheet for Sustainability Current and Best Practices (send to Gayle and Jay, but do not include in business plan) and Attachment B: 2007 Sustainability Activities Template (insert in business plan)

	

	
	LEP (Limited English Profeciency)

	
	-Read the LEP guidance in the handbook (p.36) and look at the template (p.10)

	
	- Departments who have completed their LEP Plans should in a brief paragraph share/describe lessons learned or best practices and then complete the status section of LEP department action plan below (p.10 of template). Contact Kristin (kristin.keller@ci.minneapolis.mn.us ext. 3737) for assistance

	
	- Departments who have not completed their LEP Plans should work with Kristin (kristin.keller@ci.minneapolis.mn.us ext. 3737) to work through the environmental scan worksheet, develop their LEP plan narrative and identify the department specific activities in the LEP department action plan below (p.10 of template)

	

	
	EIM (Enterprise Information Management)

	
	- Read the EIM guidance in the handbook (p.42) and look at the template (p.11)

	
	- Designate your department EIM representative(s)

	
	- Contact Craig Steiner and Deb Parker (craig.steiner@ci.minneapolis.mn.us ext. 3282 or deb.parker@ci.minneapolis.mn.us ext 2496) to schedule a meeting to complete your department's EIM Action Plan

	

	Develop action plans for resource areas

	
	Finance Plan

	
	-Read the Finance Plan guidance in the handbook (p.50) and look at the template (p.13)

	
	-Set up a discussion with Tara Barenok (tara.barenok@ci.minneapolis.mn.us ext 3221) as you begin working on your Finance plan

	
	-Complete steps one through four of your finance plan (see handbook pages 50-61)

	
	-Complete step five (see the template p.13)

	

	
	Workforce Plan

	
	-Read the Workforce Plan guidance in the handbook (p.62) and look at the template (p.15)

	
	-Set up a discussion with your department HR representative or contact Susan Jones (susan.jones@ci.minneapolis.mn.us ext 2481) as you begin working on your Workforce plan

	
	- Work through steps one through three of the workforce plan guidance (handbook p.62-65) and provide brief narratives (3-5 sentences) to the questions in step 4 (template p.15)

	
	-Complete your workforce action table (template p.15) being sure to address performance management, employee survey and diversity

	

	
	Technology Plan

	
	-Read the Technology Plan guidance in the handbook (p.67) and look at the template (p.16)

	
	-Set up a discussion with Roger Downey (roger.downey@ci.minneapolis.mn.us ext 2492) as you begin working on your Technology plan

	
	-Work through steps one and two of the technology plan guidance (handbook p. 67-70) and provide a narrative response to step 3 (template p. 16-17)

	
	-Complete technology action plan (template p.17)

	

	
	Space and Equipment Plan

	
	-Read the space and equipment plan guidance in the handbook (p.73) and the template (p.18)

	
	- Set up a meeting with Greg Goeke (greg.goeke@ci.minneapolis.mn.us ext 2706) in Property Services to discuss the steps on p. 77 of the handbook

	
	-Work with Greg Goeke and his staff to complete the Space and Facilities plan (template p.18)

	

	Appendices (optional)

	
	- SWOT, trends and challenges

	
	- ID markets, customers and expectations

	
	- Define partnerships (relationship to other departments & agencies)

	
	- Assessment of other models of providing service

	
	

	
	


