Sample Strategic Plan Format

Cover Page

Table of Contents

Executive Summary (1-2 page summary of entire plan)
I.
Introduction

Provide an overview of your company and the driving force (need) for developing a strategic plan at this time. (Not more than 2 pages).

II.
Mission Statement
Describe the overall intent of your company. (Not more than 3 paragraphs.)

III.
Corporate Culture
Describe the culture of your organization. You may wish to consider the following questions as a starting point:

· What is the mission of the company and how well is this aligned with rewards for the employees? Shareholders?

· Where is the active leadership in the company? Is leadership hierarchical or decentralized?

· How is the company perceived by your client/customer?

(This section should be no more than 2 pages.)

IV.
Identify key Stakeholders

Name specific stakeholders and their relationship to your strategic planning committee.

V.
The Process

Describe the process by which the strategic plan was developed.

· How was the planning committee selected?

· How was pertinent data collected?

· What method was used to keep stakeholders informed?

· How were decisions made?

· What records were kept and where were they kept?

· How long will plan progress be monitored?

(You may need to role play answers to the above questions for the sake of this class project – this section should not exceed one page.)


VI.
SWOT Analysis (Strengths, Weaknesses, Opportunities, Threats)


Give a synopsis of data collected.

· Strengths

· Weaknesses

· Opportunities

· Threats

VII.
Goals

List goals, objectives,  and tactics, in an easy to read format. It must be clear which objectives are related to each goal, which tactics are related to each objective, etc. You may want to use a format similar to the one below.
Goal #

Goal Statement (1 sentence)































Objectives

	Objective Number
	Action Steps (Tactics)
to Achieve Objectives
	By Whom?
	By What Date?
	How will we know objective has been achieved?
	Resources Needed

	1

2
	1.1

1.2

1.3

2.1

2.2

2.3
	
	
	
	


VIII.
Implementation Plan

Describe how the plan will be implemented, including how often the planning committee will convene to assess progress or to revise plan.
IX.
Approval Page

To be accepted, the strategic plan must be signed by at least two company officials. One signature must be from either the Chairman of the Board or CEO, the other could be CFO.

X.
Appendices

List of supporting documents for the strategic plan as determined by the planning committee.

