LEADERSHIP & TEAMWORK
4.1
Types of Planning

Planning

Of the five management functions — planning, organizing, staffing, leading and controlling — planning is the most fundamental. All other functions stem from planning. However, planning doesn't always get the attention that it deserves; when it does, many managers discover that the planning process isn't as easy as they thought it would be — or that even the best-laid plans can go awry.

[Planning: Planning is an anticipatory theoretical activity which is undertaken to accommodate the future course of events. Any activity that is intended to cater to the present requirement may not adapt to the future hence such activities have to be carried out in such a way that they respond to future occurrences.

Planning can be defined as a process of doing orderly managed sequences of actions to achieve the targeted goal or goals.]
Planning (also called forethought) is the process of thinking about and organizing the activities required to achieve a desired goal.

Planning involves the creation and maintenance of a plan. As such, planning is a fundamental property of intelligent behavior. This thought process is essential to the creation and refinement of a plan, or integration of it with other plans; that is, it combines forecasting of developments with the preparation of scenarios of how to react to them.

An important, albeit often ignored aspect of planning, is the relationship it holds with forecasting. Forecasting can be described as predicting what the future will look like, whereas planning predicts what the future should look like.[1] The counterpart to planning is spontaneous order.

Main characteristics of planning in organizations are:

· Planning increases the efficiency of an organization.

· It reduces the risks involved in modern business activities.

· It facilitates proper coordination within an organization.

· It aids in organizing all available resources.

· It gives right direction to the organization.

· It is important to maintain a good control.

· It helps to achieve objectives of the organization.

· It motivates the personnel of an organization.

· It encourages managers' creativity and innovation.

· It also helps in decision making.

Importance of Planning

· Business planning is an important aspect of growing a business, whether they are short-term plans that can be obtained within a few weeks or long-term plans that take 10 or more years to implement. Business planning allows you to do extensive research and evaluate each risk associated with a plan before you actually execute it. Some business owners simply do what seems enjoyable at the time without an actual plan, but consequences of acting before thinking can lead to loss in profits or overall failure if the decision tarnishes the company's credibility.

Short-Term Planning

· Short-term planning addresses goals that can be obtained within a short period of time. Short-term usually refers to anything that can be done within a week, such as getting a website up for the company, to a year, like expanding the customer base by 50 percent. Other short-term plans include selling a certain amount of products each day, publishing a newsletter on a monthly basis and hiring new employees for marketing.

Medium-Term Planning

· Medium-term planning refers to the plans that may take anywhere from a year to five years to implement and complete. Examples of medium-term planning include increasing the income from the products sold, increasing the product line with 10 new products over a five-year period, letting third-party manufacturers go to build products on company plant and stabilizing the net worth of the business by gaining more assets and paying liabilities.

Long-Term Planning

· Long-term plans are those that take anywhere from five years and up to complete. At the time of business launch, long-term plans can appear unrealistic, so many business owners go back and adjust long-term plans to suit the direction of the company. Long-term plan examples include getting shareholders in the business, expanding the company to several states or internationally and having a net worth triple that of liabilities. All loans and liabilities can also be paid off as part of the long-term plans, especially if the loans are large.

1.3.2
planning process
Organization goals: Those ends that an organization seeks to achieve by its existence and operation. Goals are predetermined and describe future results toward which present efforts are directed.

Types of Goals
Official goals are the general aims of an organization as expressed in the corporate charter, annual reports, public statements and mission statements. Their purpose is to give the organization a favourable public image, provide legitimacy, and justify its activities.

Operative goals reflect the actual intention of an organization. They describe the concrete steps to be taken to achieve the organization's purpose. They often don't correspond with official goals.

Developing a Plan

A plan that establishes joint goals and objectives as well as steps for achieving them is at the heart of a successful interagency linkage team. Time spent on developing an effective plan will pay dividends later because it will provide a framework for guiding the efforts of the team. Developing a plan involves creating an effective planning environment, formulating the plan, and developing administrative support for the plan. 

Creating an Effective Planning Environment 
The communication and problem-solving process used to establish goals and objectives, agree on roles, make decisions, and resolve conflicts is a crucial variable in creating and sustaining interagency linkages (Melaville and Blank 1991). An effective planning environment is one in which team members can communicate honestly and freely and in which they are free from the distractions of their daily routines. The following elements will contribute to a planning environment that will result in a collaborative plan: 

Time. Sufficient, uninterrupted time must be devoted to the task of developing a plan. A minimum of 8 hours is recommended. However, if team members do not know one another and are unfamiliar with the respective organizations represented on the team, a longer period will be required. You may wish to have some shorter pre-planning meetings that enable participants to become personally and professionally acquainted. 

Location. A neutral location in which participants are freed from the distractions of other responsibilities is best. Team members can be encouraged to dress casually. 

Appropriate Planning Tools. There should be a conference table large enough to accommodate the entire team as well as a flip chart for use in recording information. A laptop computer for recording decisions and drafting the plan is also a useful device for this process. 

Team member commitment to planning time. Team members should be willing to free their calendars to devote a block of time to developing the plan. This commitment is an indication of their seriousness about participating in a collaborative venture. 

Detailed Planning 

A Detailed plan is simply a list of the tasks and activities that need to get done in order to reach a milestone or produce a deliverable. Where the overall Project Initiation Plan is at a more macro level, detailed plans are at the micro level and function as the work plan for each team member. 

This point is critical: planning is an iterative process which will occur more than once throughout the project. Detailed Plans should not be developed for more than 1 –2 months of work at a time since “things change.” However, these plans should be created every month or two until completion of the project. Again, the frequency for doing this will depend on the size, complexity and risk level of your project. 

Preparation of budgets
Every business needs to be aware of its cash flow requirements and budgeted costs in order to be confident that it will be able to continue as a going concern, maintain (if not enhance) its profitability and has the resources to do so. We can work with you to prepare forecasts, monitor performance against these forecasts and discuss any variances, enabling you to consider the resources currently available in your business and decide whether or not they are best deployed.

