







[Insert organization logo]
Annual Work Plan
[FY____]
[Month Year – Month Year]
[Organization Name]
DRAFT — For Board Review & Approval


Mission & Vision
[Brief note on when and how the mission, organizational vision, and district vision were developed or last updated — for example, at a board retreat, and on what date.]
	Organizational Mission
	[Insert the organization's board-adopted mission statement.]

	Organizational Vision
	[Insert the organizational vision statement — what the organization itself will become.]

	District Vision
	[Insert the community-generated vision for the district.]


Strategic Direction
[Brief note on when and how the Economic Transformation Strategies and Capacity-Building Strategy were adopted. Each strategy and its intended outcomes appear below; the work plan that follows is organized around them.]
	ETS 1
	[Strategy name]

	Strategy
	[One- to two-sentence strategy statement.]

	Outcomes
	1. [Measurable outcome — one bullet per outcome.]
1. 
1. 



	ETS 2
	

	Strategy
	

	Outcomes
	1. 
1. 
1. 



	CBS
	

	Strategy
	

	Outcomes
	1. 
1. 
1. 


Strategy Implementation
The work plan is organized by strategy, with projects grouped by theme within each. Some projects advance more than one strategy; each is listed once under its primary strategy, with any additional strategy it supports noted in the “Point / Other Strategy” column alongside its Four-Point designation (P = Promotion, D = Design, O = Organization, EV = Economic Vitality).
[How to use this template: replace every bracketed prompt with your own content and delete any prompt you do not use. The first row of the work plan table shows what belongs in each column; delete that row once your projects are entered. Add rows as needed. The Governmental Compliance and Organization & Operations Maintenance sections at the end are standing requirements and can be used as written (though not all organizations will need all the requirements listed) with responsibilities and deadlines filled in.]
[ORGANIZATION] — [FY____] ANNUAL WORK PLAN
	Projects, Actions & Tasks (what)
	Key Performance Indicators
	Responsibility (who)
	Timeline (when)
	Cost / Revenue
	Volunteer Needs
	Point / Other Strategy
	Notes

	ETS 1 — [STRATEGY NAME]

	[Theme or project grouping]

	[Project, action or task — one row per project. Indent sub-tasks beneath the project with an en dash.]
	[How success is measured — counts, dollars, completion. Written to track progress toward this strategy's outcomes.]
	[Committee, staff position, or named lead]
	[Quarter, month, or ongoing]
	[Budgeted cost and any revenue]
	[Number of volunteers and hours]
	[P, D, O, EV — plus any other strategy this project also supports]
	[Partners, dependencies, TA requests, decisions still needed]

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Theme or project grouping]

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	[Theme or project grouping]

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	ETS 2 — [STRATEGY NAME]

	[Theme or project grouping]

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	[Theme or project grouping]

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	[Theme or project grouping]

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	CBS — [STRATEGY NAME]

	[Theme or project grouping]

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	[Theme or project grouping]

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	[Theme or project grouping]

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Governmental Compliance

	Federal

	File annual IRS Form 990
	990 filed on time
	
	Annual deadline
	
	
	O
	

	Pay payroll taxes
	Taxes paid on schedule
	
	Per payroll
	
	
	O
	Remove if ED is a contractor

	State

	File NM Attorney General registration
	Registration filed on time
	
	Annual deadline
	
	
	O
	

	File NM Secretary of State registration
	Registration filed on time
	
	Annual deadline
	
	
	O
	

	Pay state payroll taxes
	Taxes paid on schedule
	
	Per payroll
	
	
	O
	Remove if ED is a contractor

	NM MainStreet (NMMS)

	Execute Memorandum of Understanding (biannual)
	MOU executed
	
	Per NMMS schedule
	
	
	O
	

	Complete annual board member & staff meeting attendance requirements at NMMS Conferences/Institutes
	Attendance requirements met
	
	Ongoing
	
	
	O
	

	Participate in & complete Annual Program Review & Accreditation
	Accreditation achieved
	
	Per NMMS schedule
	
	
	O
	

	Complete Annual Budget & Salary Survey
	Survey submitted
	
	Per NMMS schedule
	
	
	O
	

	Submit Quarterly Reinvestment Statistics Reports
	4 reports submitted
	
	Apr 1, Jul 1, Oct 1, Jan 1
	
	
	O
	

	City / County

	Execute annual scope of services contract with [city / county]
	Contract executed
	
	Annual
	
	
	O
	

	Submit regular activity reports to [city / county]
	All reports submitted
	
	Monthly / Quarterly
	
	
	O
	

	Organization & Operations Maintenance

	Organizational Operations

	Evaluate executive director performance
	Evaluation completed
	Board
	Annual
	
	
	O
	

	Update annual budget
	Budget adopted by board
	Board Treasurer
	Start of fiscal year
	
	
	O
	

	Review bylaws
	Review completed; amendments approved if needed
	Board
	Annual
	
	
	O
	

	Organizational Planning

	Evaluate previous year's work plan performance
	Evaluation completed; lessons documented
	Board & ED / staff
	Annual
	
	
	O
	

	Evaluate ETS / CBS outcomes
	Outcome evaluation completed
	Board & ED / staff
	Annual
	
	
	O
	

	Update annual work plan
	Next year's work plan completed and adopted
	Board & ED / staff
	Late in fiscal year
	
	
	O
	



