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Planning and Organizational Development
Objectives
· Understand components of admin systems and organizational structure
· Learn steps of project planning and management
· Value strategic planning as an organizational development tool
Materials

· Copies of the handouts
· Flip chart

· Markers
· Green and pink post it notes
· Pens

· One blue square of paper

· Tape

Overview (3-3.5 hours)
Introduction/Ground Rules/Icebreaker (20 minutes)

Objectives and topics (2 minutes)

Key terms (5 minutes)
Organizational skills (2 minutes)

Organizational structure (10 minutes)

Administrative systems (5 minutes)

Project planning (2 minutes)

Problem analysis (5 minutes)
Exercise: Problem tree (30 minutes)

Identify stakeholders (5 minutes)

Range of options (5 minutes)

Program design (5 minutes)

Monitoring and evaluation (10 minutes)

Example: SMART Indicator, slide 16-17 (5 minutes)

Project management (10 minutes)

Strategic planning (5 minutes)

Example: Wikimedia foundation (15 minutes)

Exercise: Strategic planning prep (20 minutes)

Event planning (10 minutes)

Conclusion/Questions/Evaluation (15 minutes)
Trainer’s Note:
When introducing this module, keep in mind the following: 

· Encourage participants to be active.

· The course is designed to increase and enhance the knowledge and skills of each participant.

· Keep realistic expectations. This session is an overview of planning and organizational development. Adjust your expectations depending on the level of experience your participants have with this topic. Eliminate topics or delve deeper into other topics depending on your audience. 
· Always consider the experience your participants are bringing to the table. Even where it is not noted in the Trainer Note, feel free to draw on their knowledge and ask them to share their experiences.
Please adapt the PowerPoint presentation, exercises, examples and handouts in advance of your workshop. They have been created for a global audience and need to be adapted to better suit the local context, the background of your participants and their level of experience. Terms, images and examples from the participants’ country or region should be used as much as possible so that they are relevant and contextually appropriate. 

This Trainer's Guide is meant to serve as a companion resource to the associated PowerPoint presentation. The vast majority of the information you will need is included in the notes section of each presentation. Additional instruction on how to facilitate some of the exercises and information that would not fit in the slide notes has been included here. As such, this Guide is not meant to be a stand-alone resource but rather a complement to the presentation.

If this is the first presentation in your workshop, start with participant introductions and ground rules prior to launching into the content of the session. You may also want to start with an icebreaker activity to get participants more acquainted and comfortable with you and each other. You may wish to ask participants to share their expectations for what they will get out of the training workshop. Understanding their expectations will allow you to further tailor your presentations, as possible, and to help relate the objectives of the sessions to the interests of the participants.

Objectives, Topics, Key Terms 

Spend some time giving participants a sense of where you will be heading during the session by explaining the objectives and topics to be discussed. Define key terms together—this will also give you a sense of what the participants already know about the topic. 

Trainer’s Note:  Identifying Stakeholders (slide 12)
This slide discusses different groups of stakeholders and provides questions used to analyze their association with the problem. This is an “animated” slide, so each bullet point will show up as you click next. Before putting up the stakeholders bullet points (animated slide) ask participants to identify general groups of stakeholders. Who would be impacted or involved in any particular project? Write these responses on the flip chart or white board. Then click through the ones included on the slide and compare to what the group came up with. Then click through to the points to be analyzed.
Trainer’s Note:  Monitoring and Evaluation (M&E) (slide 15)
If participants are not familiar with M&E spend some time going over this material. Reread the slide if necessary. Ask participants if they understand this concept or if they have ever conducted monitoring and evaluation. The next slide has an example of an “effect” turned into an “indicator” and then the SMART approach applied to help illustrate this idea. M&E language is not standardized and can vary based on approaches. Some approaches exclude results or use “intermediate” results to track progress. Some approaches call intermediate results “objectives” and call the objective the “goal”. All of these approaches are acceptable, what’s more important is for participants to grasp the concept of being able to systematically demonstrate impact and to build in the M&E systems from the program design phase. “Goal” refers to the lasting societal impact beyond the life of the program.

Activity: Project Management (slide 18)
Ask participants to brainstorm some of the resources that could be necessary for a project. Encourage them to think broadly, beyond materials and money. If you like, you can write these underlined categories on the flip chart in advance:

Human: Community residents, volunteers (including Peace Corps Volunteers (PCVs)), technical advisors, consultants, trainers, extension workers, etc. 

Material: Tools, equipment, textbooks, condoms, etc. (varies for each project).
Financial: Cash gifts, small grants, bank loans, etc. 

Technological: Technical skills needed to implement the project.
Informational: Books, research papers, Internet, records, information on project, etc.
Individual: Knowledge, skills, and attitudes of the people working on the project. 
Trainer’s Note: Strategic Planning (slide 19)
Steps to create a vision statement and identify values are included in the Personal Message presentation of the Leadership Module and how to create a mission statement is in the Personal Leadership presentation of the Leadership Module.

Additional Resources
· Toolkit on Overview of Planning
This CIVICUS toolkit is an overview of the different aspects involved in planning for an organization or project. It should enable the user to make a clear distinction between strategic planning and action planning, both of which are dealt with in detail in separate toolkits. It also provides some ideas about techniques to use in planning. It should provide a fairly inexperienced planning team in any organization with a clear picture of what planning should involve, and of how planning links to monitoring and evaluation. A further toolkit deals with monitoring and evaluation in detail.

· Strategic Planning
This CIVICUS toolkit provides a model for taking an organization through a strategic planning process. It covers planning to do strategic planning, covering the background issues that need to inform or direct the strategic planning process, and then defining the strategic framework for the project or organization activities. It is this strategic framework that gives the activities coherence and direction. We have included practical exercises to use during a strategic planning process. The toolkit expands on the short introduction to strategic planning in the toolkit on Overview of Planning.

· Assessing Organizational Performance
This workshop agenda and PowerPoint from the Third African Evaluation Association Conference, Professional Development Workshop, Cape Town South Africa, 29-30 November 2004, IDRC-Universalia, covers in more detail the concepts of organizational performance, external environment, internal motivation and organizational capacity.

· Building Blocks of Strong Grassroots Organizations, Center for Participatory Change
The Center for Participatory Change supports grassroots groups across the mountains of Western North Carolina. From our work with grassroots leaders, CPC staff have identified eight core elements that are needed for any grassroots group to be successful. These building blocks of strong grassroots organizations can help a group understand the big picture of their development, solve problems, and set priorities for learning and action.

· How to Build a Good Small NGO
The goals of this manual are to help you to build best practice into your NGO; to prevent, recognize and fix problems. Wherever you are in the NGO field, you will find much that is useful in this manual, including: planning, implementation, monitoring and evaluation, building good structures, and more.

· The Community Toolbox, Chapter 9. Developing an Organizational Structure
The Community Toolbox from the University of Kansas covers organizational structure, establishing and maintaining a board of directors, bylaws, engaging youth in leadership, and contracts. Each section includes an overview as well as examples, tools and checklists, and powerpoints.
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This presentation and guide were developed by Crystal Rosario. NDI would also like to acknowledge those who contributed including Amy Hamelin, Caroline Hubbard, Susan Kemp, Susan Markham, Allison Muehlenbeck and Rebecca Turkington.
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