Operational Plan

Overview section

Objective
Briefly state the primary goal of this operational plan.

Prompt: What is the main goal this operational plan aims to achieve? Consider specific
outcomes or improvements you want to see.

Example:

e ‘"Increase overall sales by 15% within the next fiscal year through enhanced marketing
strategies and customer engagement."”

Scope
Define the boundaries of the plan, including departments, teams, or processes it covers.

Prompt: Define the boundaries of the plan. Which departments, teams, or processes does this
plan encompass?

Example:

e "This plan covers the Marketing, Sales, and Customer Service departments, focusing on
cross-departmental strategies to enhance customer experience."

Time frame
Specify the period this plan is for (usually one year).

Prompt: Specify the duration for which this plan is applicable. Is it for a quarter, a year, or a
specific project timeline?

Example:

e "The timeframe for this operational plan is January 1, 2024, to December 31, 2024."

Strategy section



Key strategies

Outline the main strategies that will be employed to achieve the objectives.

Prompt: What are the primary strategies or approaches that will be used to achieve the

objectives?

Example:

e "Implement a new digital marketing campaign, optimize the sales process for efficiency,

and introduce a customer feedback loop for continuous improvement.”

KPIs (Key performance indicators)

List the metrics that will be used to measure success.

Action plan

Task/activity Responsible Timeline Resources needed
person/team

Implement new customer  Customer Service Q1 2024 Feedback software,

feedback system Team training

Update internal HR Department Q2 2024 Communication tools,

communication protocol workshops

[Task 3] [Team/Individual] [Date] [Resources]

Monitoring and evaluation

Expected outcome

Increased customer
satisfaction by 20%

Enhanced team collaboration

[Outcome]

Review schedule: Set dates for reqular reviews of the operational plan’s progress.

Adjustment process: Describe how the plan will be adjusted based on performance and

external factors.



Conclusion

Summary: Recap the key points of the operational plan.
Next steps: Outline what comes after the end of this plan's timeframe.
Example:

e "This operational plan sets a clear path towards achieving our annual goals. Following its
completion, we will review overall performance and begin drafting the operational plan
for the following year, incorporating lessons learned."”
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