Work Plan

Instructions

Basics:

-  The Work Plan form is formatted as an Excel Spreadsheet


-  Cells that are shaded yellow are required fields that must be filled in.

-  The spreadsheet is protected to allow values to be entered into the applicable cells only.

-  The “Tab” key should take you to the next available cell on the spreadsheet.


-  Work Plan can be printed off, filled in and tallied by hand if preferred.

Developing your own Work Plan:

-  The easiest way to develop a Work Plan is to “reverse engineer” it from goals or objectives that your EMA is already seeking to accomplish during the year.  Many counties have goals to revise 25% of their EOP annually, create a COOP plan, conduct NIMS/ICS training, and other important items that they would be scheduled to accomplish with or without EMPG.  Identify these items that your EMA is planning to complete and use them for the foundation of the Work Plan.

-  After you’ve listed the items that you’re already planning to accomplish, identify how they match up to the Federal assessment tools that have been provided in guidance (EMAP standard, Target Capabilities List are good starts!).  EMAP and the TCL cover a wide range of emergency management topics which should make it easy to match your items up.

-  The next step is to determine how the project will be measured. Determining the performance measures and basis of evaluation includes identifying benchmarks that you will accomplish, a time frame for meeting the benchmarks and what the completed project will produce.  Keep in mind that every work plan may not result in a finished product.  

-  After you’ve developed the performance measures the last step is identifying the quarterly expectations to complete your Work Plan. 

-  At this point you can begin to estimate the amount of hours, materials and other resources you may need to budget to complete the Work Plan. 

-  The following step by step instructions will guide you through the form.

Project Number, County Name and Date:


-  Fill in with appropriate information

Project Objective:

-  Explain what the project is and what it will accomplish. Examples are given below.


-  Development of a Recovery plan for _______ County.


-  Review, revision and Enhancement of 25% of the EOP including Annex A, E and G. 


-  The objective should be detailed but does not require extensive wordiness.


-  See examples provided on the following pages.

Budget Category/Funding Budget:

-  If you’ve taken the steps given above, you have an idea of what it will cost to complete this Work Plan.  Break the costs out by category (it may only be one category or several, depending on the project.
-  The amounts you enter into the budget lines on the Work Plan should reflect the 100% local expense and not just the 50% EMPG allocation.
-  The Work Plan should total the funding budget automatically.

-  The amounts that you budget for each Work Plan should be accounted for on your Budget Worksheet.

Program/Tool used to Justify Project Funding:


-  Indicate which Tool(s) your Work Plan supports by filling in the appropriate field of the tool.

-  You should be able to tie your project back to a specific portion of at least one of the tools.  Your field liaison should be able to assist you with this if necessary.

Performance Measures:

-  As previously described, this section should give specific actions, measurable results and a timeframe for when you plan to accomplish the work plan.

Quarterly Activity:

-  If you’ve taken the steps from earlier in the instructions you will be ready to break your actions out by quarter.

-  The expected outcome areas are the only cells that should be filled in with your initial Work Plan.

-  The Results cell will be filled out each quarter to identify what was actually accomplished for the quarter.

