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Municipal Forestry Institute
[bookmark: _97abely3vd9b][bookmark: _d9ebxid9bq8v][bookmark: _v1eeocz9vlzh]Pre-Institute Assignment 1
Action Plan Worksheet


Welcome to the first Pre-Institute assignment, the Action Plan Worksheet. The MFI Action Plan is a cornerstone of the MFI experience and a tool that will integrate MFI themes into your professional experience. Completing this worksheet is the first step in developing your personal MFI Action Plan.
[bookmark: _oj22rskvs9di]
Description
The MFI Action Plan is a structured, independent exercise designed to translate MFI learning into practical, real-world application. Throughout the MFI Pre-Institute and in-person sessions, you will be guided in identifying a personal leadership challenge or opportunity and developing a step-by-step plan to address it.

Through personal reflection, peer collaboration, facilitated activities, and feedback, you will refine your plan and strengthen your leadership approach. By the conclusion of MFI, you will have made significant progress toward an actionable implementation-ready plan, tailored to your specific challenge or opportunity.

[bookmark: _mzb5pwix90ow]Learning Objectives
By the end of this assignment, participants will be able to:
· Analyze, evaluate and prioritize professional challenges and opportunities.
· Identify a challenge or opportunity that can be developed with actionable tasks, specific goals, and short-term objectives
· Share and describe to peers a specific professional challenge or opportunity to develop into an MFI Action Plan
[bookmark: _7w3oamscp42x]



Pre-Institute Assignment 1

[bookmark: _2il77otbvk4i]Instructions
1. [bookmark: _pf4o9v56bqox]Review the Action Plan worksheet instructions (this sheet).
2. [bookmark: _no0xueoa2y3p]Choose a personal or professional challenge or opportunity topic for your MFI Action Plan.
3. Answer the questions and fill out the action plan details form below.
4. Share your action plan challenge or opportunity idea with peers at the Pre-Institute Session 2 
5. Bring this worksheet with you to MFI.
[bookmark: _bip4dh91ddsx]
Action Plans
Action plans are a detailed strategy that outlines the steps to achieve a specific goal or solve a problem. It can be tailored for stand-alone goals or integrated into a broader strategic plan. The action plan translates broad strategic goals, breaking down larger objectives into smaller, manageable tasks with clear deadlines, assigned responsibilities, and necessary resources. Action plans help leaders be accountable, fosters effective communication among team members, measures progress, and helps leaders adapt to obstacles along the way.

Your MFI Action Plan will be a clear and organized guide and structured roadmap, ensuring that your efforts are organized, trackable, and focused on achieving your desired outcomes. The MFI Action Plan assignment will take you through the steps to identify a challenge or opportunity and clearly define your focus.
[bookmark: _fz5h4jxqk5ra]
Identifying a Challenge or Opportunity
The first step in developing your MFI Action Plan is to reflect on a challenge or opportunity. This can be a personal or work-related problem, project, issue or opportunity that you need assistance with or want to impact. It may be a small spark of an idea that you’ve had in the back of your mind but never had time to develop. Give yourself time to think, dream, and envision what could be.

Choosing only one challenge or opportunity may seem daunting. At MFI we’ll discuss in detail how to develop goals using the SMART goal system (Specific, Measurable, Achievable, Realistic, and Time-bound). As you consider different challenges and opportunities that you face, prioritize ones that are specific, measurable and achievable in the short-term.  

Examples of Challenges and Opportunities
· Professional Development: gain experience, advance to a new role or expanded responsibilities, increase influence, improving decision-making processes
· Organizational: manage a specific problem or opportunity on a team or within a program, addressing conflict or communication breakdown, strengthening cross-departmental collaboration
· Program Development: develop a new program, scale up or improve an existing program, expand resources or budgets, 
· Urban Forestry Management: draft or implement tree ordinances or plan, employ new technologies, integrate canopy or heat inequity, align day-to-day operations with long-term organizational goals
· [bookmark: _vieflyskaqc6]Community Engagement: strengthening relationships with internal or external partners, navigate competing priorities or perspectives among community members

Exploring Challenges and Opportunities
In choosing a topic, answer the following questions to begin to outline your plan's purpose, scope, and suitability. This process can help identify priorities and compare different options before choosing one challenge or opportunity. You might need to answer the following questions for multiple challenges or opportunities before choosing the best one to develop.

What is the history or the root cause of the challenge or opportunity? 

Why is this challenge or opportunity important and why address it now? What might happen if you do not implement this plan? 

What are the benefits to implementing this plan and who benefits? 

What will your action plan achieve? Can this be achieved in a short-term, or does it have multiple phases?

Has anyone attempted this plan or solution before? What were the results? 

Who needs to be involved in this plan and what is their role? 

How will you know you’ve succeeded?

Is this challenge or opportunity SMART? (Specific, Measurable, Achievable, Realistic, and Time-bound)

Refine your Focus
At this point you might feel the urge to begin exploring the details of your action plan – all the things that need to be accomplished – but don’t worry about that now. At MFI you’ll have time to work through all the details. For now, think big and bold about your action plan – it might help to think of your action plan challenge or opportunity as if it’s a Big Hairy Audacious Goal (BHAG).

A BHAG is a bold, impactful objective that challenges organizations or individuals to strive for transformative achievements. Coined by Jim Collins and Jerry Porras in their book Built to Last, a BHAG is designed to inspire and challenge, often requiring significant effort, innovation, and transformation to achieve. It is ambitious, inspiring, and designed to push boundaries, often requiring innovation and significant effort. BHAGs serve as a guiding vision of an action plan, aligning the team around a common, motivating purpose.

At MFI your Action Plan goal or BHAG will serve as a north star, guiding planning, decision-making, and implementation. Reflect on your answers above and consider the patterns, connections, over-arching ideas, and the impact you want to make. In the space below draft your BHAG that will be the driving force of your action plan. Your BHAG should be brief, clearly defined, and easy to understand.


Your MFI Action Plan Details

Once you’ve identified a challenge or opportunity to develop and drafted your BHAG, fill out the form below. These details will be shared with your peers during the Pre-Institute Session 2 and discussed at MFI.

Choose a short inspiring project name that is easy to remember. Include a brief 1-2 sentences project description or BHAG. Identify the site and location of your project or plan. Include a general timeline or a final deadline for completing your project or achieving your goals. 

Don’t forget to bring this worksheet with you to MFI!

	MFI Action Plan Details

	[bookmark: _l37if7r722tg]Project Name
	

	[bookmark: _l9rf8temfigm]Brief Project 
Description or BHAG
	

	[bookmark: _j7a0k23vl4c2]Project Site or Location
	

	[bookmark: _r7li7x81tn44]Timeframe or Achievement Deadline
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