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PURPOSE: This documents describes the standard procedure at  Institute for the development of the Strategic Plan.
Scope: The procedures covers the phases and activities that need to take place whendeveloping the Strategic Plan.

Responsibilities:
BOARD: The Board is responsible for setting strategic directions, providing feedback to the draft strategy and approving the Institute strategy.
CEO: CEO is responsible for approving the guidelines for the development of the strategic plan, approval of the draft strategic plan and final strategic plan
M & E Department: is responsible for the Preparation of the Guidelines and timelines for the strategic planning Process, organizing a strategic planning workshop which include staff and Board members,  Consolidation of the first draft of the Strategic Plan, Coordination of further drafting of the final draft Strategic Plan in collaboration with departments, finalize final draft of the strategic plan after receiving comments from the Board, and staff before sending to the Board for the final approval and organizing internal workshop with staff for the operationalization.

Unit Departments: Departments are responsible in gathering Information, analysis and planning of the initiatives and participating in the preparation of the departmental drafts and start implementation after the approval of the Strategic Plan.
Finance deaprtment: Responsible for the preparation of the budget for the next five years plan.

Terms and Definitions
CEO: Chief Execative Officer
M& E: Monitoring and Evaluation

Description of Action
· Development of the Strategic Plan is initiated by the Board by setting the strategic directions and priorities for the Institute for the next five years.
· Then M&E Officer is responsible for the preparation of the TOR to secure external consultant who will be supporting the development of the Strategic Plan. Then he/she will prepare the guidelines for the development of the Strategic plan and share with the CEO for approval.
· M&E officer will organise a workshop and share with staff/departments the guidelines and brain storm how to go about drafting the Strategy,timelines and their responsibility of gathering the information and analysis and planning of the initiatives.
· All departments will submit their information to M&E Officer for consolodation of the draft Strategic Plan and share it with Finance department for the preparation of the five years budget.
· The draft Strategy is sent to the CEO for approval, if there any changes or inputs it will come back to M& E Officer, if there is nothing, then the draft Strategy is sent to the Board for comments and feedback.
· M& E Officer continues to coordinate the inputs from the departments and and finalised the Strategy and send to the CEO for the approval of the final Strategic plan. If there any comments or inputs from the CEO, the final document is sent back to M&E officer to incooperate them and send back to the CEO, then the the final Strategy is sent to the Board for approval.
· After approval of the Strategic Plan, M& E Officer is responsible to organise a workshop with all staff to agree on the operationalisation.


Annual Planning
PURPOSE: This documents describes the standard procedure at Institute for the preparation of the Annual Planning processes.
Scope: The procedures covers the phases and activities that need to take place when preparing the Annual Plan.

Responsibilities:
BOARD: The Board is responsible for approving the Institute Annual Plan.
CEO: CEO is responsible for initiating the Annual Planning processes and approving the Annual Plan.
M & E Department: is responsible for the Preparation of the Guidelines and timelines for the Annual Planning Process, organizing a Annual planning workshop to review and agree on the Annual Plan and Consolidation of the Annual Plan document. 

Unit Departments: Departments are responsible to prepare their departmental plans. 
Finance deaprtment: Responsible for the preparation of the Annual budget .

Terms and Definitions
CEO: Chief Execative Officer
M& E: Monitoring and Evaluation
Description of Action
· Development of the Annual Plan process is initiated by the CEO/Board by instructing the M&E Officer to prepare the guidelines which will include the processes and time lines and secure external consultant if need be.
· The Annual Plans guidelines are shared with staff/ Heads of Department to prepare their departmental plans. 
· Then M&E Officer will organise a workshop to discuss and agree on the plans and consolidate the plan and send to the finance Department to prepare the Annual Budget. Then the Plan together with its budget is sent to the CEO for comments and approval.
· After approval from the CEO the Annual plan is sent to the Board for approval of the Annual Plan and its Budget.
· After the approval by the Board , M & E Officer will provide feedback to staff for the implementation of the Annual Plan.

Preparations of the Quartely and Annual Reports
PURPOSE: This documents describes the standard procedure at  Institute for the preparation of the Quartely and Annual Reports.
Scope: The procedures covers the phases and activities that need to take place when preparing the Quartely and Annual Reports.

Responsibilities:
BOARD: The Board is responsible for noting and approving the Institute Quartely and Annual Reports
CEO: CEO is responsible for managing the quartely management meetings which discusses the progress of activities implementation and approving the Quartely and Annual Reports before sent to the Board. 
M & E Department: is responsible for the Preparation of the monitoring templates to be used by Heads of Deaprtment to report the progress of implementaton of the activities. He/she is also responisble in the preparations of the management monitoring meetings, coordination and preparation of the Quartely and Annual Reports , consolidation of the both reports to be sent to the Board.

Unit Departments: Departments are responsible to provide information to the matrix prepared by the M & E Officer and review the reports before sent to the CEO for Approval.  
Finance deaprtment: Responsible for the preparation of the financial Quartely and Annual Reports  to be reviewed by the management.

Terms and Definitions
CEO: Chief Execative Officer
M& E: Monitoring and Evaluation
Description of Action
· Preparations of the quarterly and Annual reports starts with the preparation of the monitoring template by the M & E Officer, which is shared to staff/Heads of the Departments to upadte and provide information on the progressof the activities per quarter. 
· There are quartely management meetings preparaed by the M & e Officer and chaired by the CEO to discuss the progress of implementation of the activities per quarter. During the meeting, every department get an opportunity to presents their progress. There are discussion around issues raised for management decision and other issues for management nofication.
· M & E Officer coordinates and consolidate both reports. Draft reports are shared by the heads of departments for reviews and inputs and then sent  to CEO for comments and approval.
· The final Quartelry and Annual report is sent to the Board for notificationa and approval.
· After Board approval, M & E Officer share the feedback of the Board on the management meeting.

