NYSCDD Work Plan Worksheet
	PROJECT NAME:
	

	CONTRACTOR SFS PAYEE NAME:
	

	CONTRACT NUMBER:
	

	WORK PLAN PERIOD (Year):
	
	From:
	
	To:
	

	CONTACT NAME:
	
	Title:
	



Directions:  
· Enter Project Name, the SFS Payee Name, Contract Number if known, Work Plan Period, dates, and Contact Name above. 

· Enter the Project Summary and Organizational Capacity narrative below. Be aware of line spacing and formatting given the limit of 4,000 characters for inclusion into your contract document.

· Use the same format for your objectives as presented in the top two CDD required objectives “Evaluation” and “Sustainability” that you must strive to deliver on in every year of your grant. 

· Program evaluation must be built into your program from the start. In the first year, gather ideas for outreach to appropriate funding entities and sponsors as your program comes to life. (Year 1 will be focused on the development of the plan. Definite progress must be made towards solidifying the plan and identifying funders in Year 2.)

· The Objectives, Tasks and Performance Measures. 

· Provide the objectives, tasks, and performance measures for this project’s funding, and any additional pertinent information such as whether you will subcontract. These will be measurable and quantifiable to guide the work and provide CDD staff with performance evaluation criteria. (You can overwrite the directions and use that cell’s space.)
 
· For your initial submission of the Work Plan, please fill out a separate template for each Work Plan period, one for period 1, also referred to as Year 1, one for Period 2, and so forth, to show the entire scope of anticipated work for the duration of your grant term. 

· NOTE: For Period 2 Renewals / Amendments and onward, one Work Plan is needed for that year’s renewal, informed by prior year success as measured by the objectives originally established. Revise the work plan for Period 2 as necessary so actual progress made in program design and implementation is evident in the modified goals. Only one year’s budget is due initially with the application and later, for each period’s subsequent renewal / amendment.  

You may change the table formatting to fit the number of tasks and performance measures under each objective. (Word document > Insert Table > Draw Table > Eraser if needed. Save.) 

· QUESTION 1: Please provide a project summary (4,000 character limit) in the space below this box:








· QUESTION 2: Please describe your organizational capacity to carry out the proposed program (4,000 character limit) in the space below this box:





REQUIRED OBJECTIVES, TASKS, AND PERFORMANCE MEASURES: 
Objectives #1 and #2 are prepopulated objectives by CDD. Review and complete the questions in red as indicated for each objective, task, and all performance measures on each year’s template for these objectives. Next you will enter those in your proposed plan. Please follow the formatting for program objectives, tasks, and performance measures, creating more space with Word’s Insert Row and Draw Table tools when needed:

	1.
	
	Objective Name:   
Evaluation 

	Objective Description: 
How will this program be evaluated by your organization (and CDD) for effectiveness?


	
	1.1
	Task Name: 
Project Evaluation
	Task Description: 
Develop and implement an ongoing evaluation framework, including pre- and post- participation assessments, to determine the effectiveness of the programmatic element, such as your training curriculum. Briefly describe your plan:

	
	1.1.1
	Performance Measure Name:   
Evaluation plan element:
	Performance Measure Description: 
Describe how you will measure success for each element of your evaluation plan (you can insert as many lines here as needed in addition to the three provided below, one for each element):


	
	(a)
	Performance Measure Name:   
Evaluation plan element:
	

	
	(b)
	Performance Measure Name:   
Evaluation plan element:
	

	
	(c)
	Performance Measure Name:   
Evaluation plan element:
	

	
	1.1.2
	Performance Measure Name: 
Evaluation tools:
	Performance Measure Description:
Describe survey tools, self-assessments, pre-post training measures, satisfaction surveys (insert as many lines here as needed, one for each tool):


	
	(a)
	Performance Measure Name: 
Evaluation tools:
	

	
	(b)
	Performance Measure Name: 
Evaluation tools:
	

	
	(c)
	Performance Measure Name: 
Evaluation tools:
	

	
	1.1.3
	Performance Measure Name: Qualitative data collection through Qualtrics for quarterly reporting

	Performance Measure Description:
Describe how you will obtain satisfaction, demographic, and participant outcomes data (CDD-specific, and other, including pre/post-test). Insert as many lines here as needed:  


	
	(a)
	Performance Measure Name: satisfaction surveys

	

	
	(b)
	Performance Measure Name: demographic data collection

	

	
	(c)
	Performance Measure Name: participant outcomes data

	

	
	1.2
	Task Name:
CDD Grant Management- Quarterly Reports

	Task Description:
Submit 4 quarterly reports through Qualtrics, share project findings, and recommend next steps. 


	
	1.2.1
	Performance Measure Name:
Quarterly Progress Reports 

	Performance Measure Description:
Timely submission of CDD quarterly reports that communicate progress toward outcomes – the due date is 30 days past the end of the quarter. Describe other departments/contacts to coordinate with to submit reports on time:


	
	1.3
	Task Name: 
CDD Grant Management – Site Visit(s) 

	Task Description:
Participate in a minimum of 1 two-hour site visit each year virtual or in-person, with CDD staff and project staff and fiscal staff involved in the grant activities and reporting. 


	
	1.3.1
	Performance Measure Name:
Line up internal meetings with staff from program and fiscal teams 

	Performance Measure Description:
Prepare to discuss fiscal and programmatic progress with teams involved in the grant to complete CDD’s self-evaluation tool (and share with CDD ahead of the meeting). Highlight progress toward meeting goals, successes and challenges, spending, and any issue(s) encountered. How many meetings will you hold, and when?


	
	1.4
	Task Name:
CDD Grant Management – Programmatic Development
	Task Description:
Model design and improvements

	
	1.4.1
	Performance Measure Name:
Model design 
	Performance Measure Description:
Describe when design of the model that supports implementation and meeting grant outcomes will occur:



	
	1.4.2
	Performance Measure Name:
Model improvements

	Performance Measure Description:
Describe when identifying and implementing improvements to the model that supports meeting grant outcomes will occur:



	
	1.5
	Task Name:
CDD Grant Management – Promotional Materials and Success Stories

	Task Description:
Produce and provide promotional materials such as: pictures, social media posts, impact stories/profiles, and interviews, to the CDD to highlight project progress and accomplishments. Describe type, purpose, how many, and when:


	
	1.5.1
	Performance Measure Name:
Success Stories & Outcomes
	Performance Measure Description:
Social Media posts, impact profiles and stories, interviews, videos, and other related deliverables. Describe planned activities to measure success with each type, how many, and when:


	
	(a)
	Performance Measure Name:
Success Stories & Outcomes
	Social Media posts:

	
	(b)
	Performance Measure Name:
Success Stories & Outcomes
	Impact profiles and stories:

	
	(c)
	Performance Measure Name:
Success Stories & Outcomes
	Interviews, videos, and other related deliverables:

	
	(d)
	Performance Measure Name:
Success Stories & Outcomes
	Other:

	
	1.5.2
	Performance Measure Name:
Promotion of Successes
	Performance Measure Description: 
Share program outcomes (stories, publications, presentations, etc.) with national stakeholders and networks to expand impact. Who will receive these, how often, and how do you intend to expand your impact (add more lines as needed)?

	
	(a)
	Performance Measure Name:
Promotion of Successes
	Stories:

	
	(b)
	Performance Measure Name:
Promotion of Successes
	Publications:

	
	(c)
	Performance Measure Name:
Promotion of Successes
	Presentations:

	
	(d)
	Performance Measure Name:
Promotion of Successes
	Other:

	
	1.5.3
	Performance Measure Name: Share Project tools and materials

	Performance Measure Description:
Share materials created throughout grant term. Describe your plan to share tools and materials (add more lines as needed):

	
	(a)
	Performance Measure Name: Share project tool 

	Tool name, when do you plan to share it and with whom?

	
	(b)
	Performance Measure Name: Share project tool 

	Tool name, when do you plan to share it and with whom?

	
	(c)
	Performance Measure Name: Project materials
	Identify materials, when do you plan to share them and with whom?

	
	(d)
	Performance Measure Name: Project materials
	Identify materials, when do you plan to share them and with whom?

	
	1.6
	Task Name:
Presentation(s) usually later in the grant term
	Task Description:
Produce a summary Presentation for CDD upon request usually later in the grant term; early on CDD wants to impress the importance of this as a tool you will create to share with CDD and other stakeholders and potential sponsors.


	
	1.3.1
	Performance Measure Name: Create a presentation

	Performance Measure Description:
30-40 minute presentation to the CDD Full Council outlining process, strategies, and lessons learned from this grant project. 

	2.
	
	Objective Name:   Sustainability

	Objective Description: 
How will this project continue once grant funding has ended? 

	
	2.1
	Task Name: 
Sustainability Plan

	Task Description: Sustainability planning that identifies a means towards the continued operation of grant activities beyond the conclusion of CDD funding, including future project management, updates, cost-benefit analysis, and funding options. 


	
	2.1.1
	Performance Measure Name: Identify how this project will develop each year, from program development and refinement, capacity building, diversification of funding sources, etc.
	Performance Measure Description: Each year should demonstrate progress toward the final step of ensuring the program’s continuation. Detail the performance measures each year, for each step below:

	
	(a)
	Performance Measure Name: 
Program development and refinement
	Performance Measure Description:

	
	(b)
	Performance Measure Name: 
Capacity building
	Performance Measure Description:

	
	(c)
	Performance Measure Name: 
Diversification of funding sources
	Performance Measure Description:

	
	(d)
	Performance Measure Name: 
Other:

	Performance Measure Description:

	
	2.2
	Task Name: 
Comprehensive Impact Report (created toward the end of the grant term after enough time has passed that outcomes are evident) 
	Task Description: 
Utilizing CDD’s template (or another containing all of the elements of the CDD template), create an Impact Report that can be shown to potential funders and others engaged in partnership to aid in continuation efforts.


	
	2.2.1
	Performance Measure Name: 
Create a comprehensive Impact Report
	Performance Measure Description: 
Create 1 shareable report toward the end of the grant, to easily show project impacts, recommendations, and next steps.

	
	2.2.2
	Performance Measure Name: 
Create a comprehensive Impact Report
	Performance Measure Description: 
Keep track of this year’s quarterly reports, outcomes, successes, data, and include in report. 
 

	3.0
	
	Objective Name:   
	Objective Description: 


	
	3.1
	Task Name: 

	Task Description: 


	
	3.1.1
	Performance Measure Name: 

	Performance Measure Description: 


	
	3.1.2
	Performance Measure Name: 

	Performance Measure Description: 


	
	3.2
	Task Name: 

	Task Description: 


	
	3.2.1
	Performance Measure Name: 

	Performance Measure Description: 


	
	3.3
	Task Name: 

	Task Description:

	
	3.3.1
	Performance Measure Name: 

	Performance Measure Description: 



	4.0
	
	Objective Name:
	Objective Description:

	
	4.1
	Task Name:
	Task Description:

	
	4.1.1
	Performance Measure Name:
	Performance Measure Description:



2
Attachment C – Work Plan
