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Planning
Planning – the process of setting objectives and determining how to accomplish them
Why and How Managers Plan 
· It creates a solid platform for the other management functions
· Organizing: allocating and arranging resources to accomplish tasks
· Leading: guiding the efforts of HR to ensure high levels of task accomplishment 
· Controlling: monitoring task accomplishments and taking necessary corrective action
· Can keep you one step ahead of the competition if you are already prepared
· Improves focus and flexibility
· Improves action orientation
· Improves coordination and control

The Planning Process
1. Define your objectives
2. Determine where you stand in relation to your objectives
3. Develop premises regarding future conditions
4. Analyze alternatives and make a plan
5. Implement the plan and evaluate the results
Types of Plans
1) Strategic Plans (2-10 years) – identifies long-term directions for the organization
· Begins with the vision and involves determining the goas and objectives that will be pursued in order to accomplish the vision
2) Tactical Plans (1 year) – helps to implement all or parts of a strategic plan
· Deal with a current situation in ways that advance the overall strategy for winning
· Intermediate-term plans
· Functional pans that indicate how different components of the enterprise will contribute to the overall strategy
3) Operational Plans (day, week, month)
· Identifies short-term activities to implement strategic plans
· Includes both standing plans such as policies and procedures that are used over and over again, as well as single-use plans such as budgets that apply to one specific ask or time period
Planning Tools
· Forecasting: attempt to predict the future
· Contingency planning: alternative courses of action if things don’t work
· Benchmarking: external and internal comparisons to plan for future improvements
Goal Setting and Goal Alignment
· Great goals follow the acronym SMART
· Specific – clearly target key results and outcomes to be accomplished
· Measurable – described so results can be measured without ambiguity
· Attainable – challenging, including a stretch factor that moves toward real gains, yet is realistic and possible to achieve
· Referred to – goals need to be referred to regularly to keep people focused on the task at hand
· Timely – linked to specific timetables and “due dates”
· Make sure that everyone in the entire organization is aligned with and informed of the goals
The following is a sample hierarchy of objectives for a manufacturing firm
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Mission and Purpose - serve the world as the number one supplier of recyclable food containers


Top Management Objective - Firm


Increase error-free product acceptance rate by 16%


Middle Management Objective - Plant


Deliver error-free products meeting customer requirements 100% of the time


Senior Management Objective - Manufacturing Division


100% on-time production of error-free production


Front-line Management Objective - Shift Supervisor


Assess machine operator skills and train for error-free production



Planning - to set the direction


Leading - to inspire effort


Controlling - to ensure results


Organizing - to create structure


Decide where you want to go


Decide how best to do it


Measure performance


Take corrective actions


