Strategic Planning Procedures Checklist 7/28/2014
(Refer to Strategic Planning SOP for further clarification)

Evaluation Checklist Usage Information
	Employee Name
	Job Title

	
	



Evaluator (Put your signature in the appropriate space)
	Evaluator Name
	Job Title
	Signature
	Date

	
	
	
	



DNME = Does Not Meet Expectation
ME = Meets Expectation

	4.1 Mission Statement
	Produced as Expected
	Comment

	Consistent with bureau’s legislative mandate and indicates what the bureau does, why it does it and for whom.
	[  ] DME     [  ] ME
	



	4.2 SWOT Analysis
	Produced as Expected
	Comment

	Reviewed SWOT Analysis for guidance in developing vision statement, broad goals and measurable objectives. (See SWOT Analysis SOP)
	[  ] DME     [  ] ME
	



	4.3 Vision Statement
	Produced as Expected
	Comment

	Vision statement concisely states what it is the bureau wants to achieve in next 3-years.
	[  ] DME     [  ] ME
	







	4.4 Broad Goals
	Produced as Expected
	Comment

	General statements of what bureau wants to accomplish and provides a general outcome (e.g., increase, reduce, enhance, maintain).
	[  ] DME     [  ] ME
	



	4.5 Measurable Objectives
	Produced as Expected
	Comment

	Includes a numerical target and date to be achieved (4.5.1)
	[  ] DME     [  ] ME
	

	Realistic and also stretches to reach improved performance (4.5.2)
	[  ] DME     [  ] ME
	

	Each has methodology for collecting and tracking data (4.5.3)
	[  ] DME     [  ] ME
	

	Measures are both valid and reliable (4.5.4)
	[  ] DME     [  ] ME
	

	Objectives balanced to avoid goal displacement (4.5.5)
	[  ] DME     [  ] ME
	



	4.6 Measures
	Produced as Expected
	Comment

	Every objective is based on a measure.
	[  ] DME     [  ] ME
	



	4.7 Operational Definitions
	Produced as Expected
	Comment

	Outcome measures are operationally defined.
	[  ] DME     [  ] ME
	



	4.8 Notes
	Produced as Expected
	Comment

	Every measure explained in the Notes section of strategic plan stating the process for collecting data, how the data is recorded and who has responsibility for maintaining and reporting the data.
	[  ] DME     [  ] ME
	




	4.9 Employee Input
	Produced as Expected
	Comment

	A draft sent to bureau employees for comment and input before finalizing.
	[  ] DME     [  ] ME
	



	(4.10) Should or May
	Produced as Expected
	Comment

	An action plan is recommended for every strategic objective.
	[  ] DME     [  ] ME
	



	4.11 Strategic Plan Finalized
	Produced as Expected
	Comment

	Finalized no later than February 15 for performance appraisal year April 1 to March 31. No later than March 15 for performance appraisal year May 1 to April 30.
	[  ] DME     [  ] ME
	



	4.12/4.13/4.14 Final Strategic Plan Contents
	Produced as Expected
	Comment

	Cover Page (NCDOL Log, Title, Bureau Chief, Date Finalized) (4.12.1)

	[  ] DME     [  ] ME
	

	Table of Contents (4.12.2)
	[  ] DME     [  ] ME
	

	Letter from Bureau Chief: Outlines strategic planning process, describes stakeholder involvement; can discuss recent bureau history and/or progress in achieving prior objectives. (4.12.3)
	[  ] DME     [  ] ME
	

	Organizational Overview: What does the bureau do, how many employees, funding source, budget, etc.) (4.12.4)
	[  ] DME     [  ] ME
	

	Opportunities and Challenges: Major themes from SWOT analysis (4.12.5)
	[  ] DME     [  ] ME
	

	Mission, Vision and Goals (4.12.6)
	[  ] DME     [  ] ME
	




	Measures and Objectives (including Notes) (4.12.7)
	[  ] DME     [  ] ME
	

	Operational Definitions of Key Measures (4.12.8)
	[  ] DME     [  ] ME
	

	Signed and dated by Bureau Chief and Deputy Commissioner for S&I (4.13)
	[  ] DME     [  ] ME
	

	Posted on the bureau’s web-page
	[  ] DME     [  ] ME
	



	4.15 Data Collection Process
	Produced as Expected
	Comment

	Each measure reviewed annually for accuracy, completeness, timeliness and validity.
	[  ] DME     [  ] ME
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