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SESSION DESCRIPTION 

Work plans are tools that no program should be 

without! Effective work plans save time, money, and 

headaches for your board of directors, committees, 

and staff. Take a look at the who, what, when, 

where, and why of work plan development.  

 

This session will convince you (hopefully) that a 

user-friendly work plan can be your greatest asset. 

 

 



SESSION AGENDA 

• WHY? 

• WHAT ? 

• WHO, WHEN & HOW? 

• PRACTICE MAKES PERFECT 

• QUESTIONS/COMMENTS 

 



WHY ? 



MISSION & VISION FULFILLMENT 

STAYING ON 

TRACK 
 

• VISION 

• MISSION 

• GOALS 

• OBJECTIVES 

• TASKS 

 



CONNECTING THE DOTS 



GOALS & PRIORITIES 



MAINTAIN YOUR SANITY 

• Project management  

• Partnership 
development  

• Volunteer recruitment 
& management  

• Evaluation  

• Budgeting & 
fundraising  

• Record-keeping 

• Scope management 
 



SCOPE MANAGEMENT 
• Do not add activities unless they fit the program’s 

purpose.  

• Do not attempt projects for the wrong reasons: because a 

grant is available, because an activity will put someone on 

the payroll, because the project will generate publicity, etc.  

• Evaluate each proposed activity to be sure it meets the 

program’s goals and vision for the district.  

• Learn to say no or put suggestions on a list for future 

action.  

• Don’t be so rigid that you turn down good opportunities 

when they come along, but make sure that your program 

can handle any changes in the agenda and that they are 

made for sound reasons. 



MEET ACCREDITATION STANDARDS 

Standard 3. Has a comprehensive 

Main Street work plan. 
 

A comprehensive annual work plan 

provides a detailed blueprint for the 

Main Street program's activities; 

reinforces the program's 

accountability both within the 

organization and also in the broader 

community; and provides 

measurable objectives by which the 

program can track its progress. 

The National Trust Main Street Center Says So…(From the National 

Accreditation 10 Standards of Performance) 



WHAT ? 



WHAT IS A WORK PLAN? 

A Work Plan is a tool to break down 

the goal setting process into smaller, 

more actionable steps.   

 



WORK PLAN COMPONENTS 

•Goals 

•Objectives 

•Projects 

•Tasks 

•Timetable 

•Responsibility 

•Budget 

•Measure of Success 
 



ONE EXAMPLE 



REAL LIFE EXAMPLE 



ONLINE TOOLS  

• Basecamp ($20/month) – basecamp.com 

• activeCollab.com (paid-nonprofit discount) 

• Wunderlist (free & $9 option) – wunderlist.com 

• SO Planning (free) – soplanning.org 

• Wrike (free & paid options) - wrike.com 

• Asana (free & paid options) – asana.com 

• Zoho (free & paid options) - zoho.com 

• Others? 

 

 

 



BASECAMP 



WHO, WHEN & HOW ? 



WHO? 

•Board Members 

•Staff 

•Committee Volunteers 

•Prospective Volunteers 

•Key Stakeholders 

It should not just be the Main Street Manager! 



WHEN? 

•Typically 4-6 months prior to 

end of program or fiscal year. 

•Work plans typically cover 

12-18 month period. 



HOW? 

•Annual work plan 

development 

meeting/worksho

p 

•Other options you 

use? 

 



PRACTICE MAKES 

PERFECT 



PRACTICE EXERCISE 

GOAL: Increase the number of community members 

shopping downtown. 

PART I: Idea generation 

On your own take five minutes to brainstorm projects that 

may help our community reach this goal.  

Write down ideas related to any committee.  Be sure to 

consider the following: 

 

• Can it be completed in 12-18 months? 

• Is it important? 

• Will it have measurable results? 

 



PRACTICE EXERCISE 

GOAL: Increase the number of community members 

shopping downtown. 

PART II: Committee Delegation 

As a group take 5 minutes to discuss your ideas and any 

others you come up with.  

Identify which committee would most likely tackle this 

project and write a concise description on the respective 

flip chart paper around the room.  

 



PRACTICE EXERCISE 

GOAL: Increase the number of community members 

shopping downtown. 

PART III: Voting  

Individually vote for your top three project ideas across all 

committees that you believe will help us reach our goal. 

 



PRACTICE EXERCISE 

GOAL: Increase the number of community members 

shopping downtown. 

PART IV: Work plan development work sheets 

Based on the projects generated by the group (not just 

one community) committees can now identify how many 

of the projects can realistically be done in the coming 

year.  This may be one project or it may be eight projects 

depending on the magnitude of the projects and the 

resources (volunteers, money, etc.) available. 



THANK YOU! 

QUESTIONS? 

Sara Wittenberg, Executive Director 

Alberta Main Street 

1722 NE Alberta Street 

Portland, OR 97211 

sara@albertamainst.org 

(503) 683-3252 

 

www.albertamainst.org  

Facebook:  albertamainstreet 

Twitter @albertastreet 

Instagram @albertastreet 


