Strategic Planning Guidance

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Strategic Planning Guidance

Dear [Recipient's Name],

I hope this message finds you well. As we embark on the process of strategic planning for
[Organization/Department Name], | wanted to provide some guidance to ensure we align our

efforts with our vision and goals.

1. Vision and Mission: Clearly articulate our vision and mission statements to guide our
strategic decisions.

2. SWOT Analysis: Conduct a SWOT analysis to identify our strengths, weaknesses,
opportunities, and threats.

3. Stakeholder Engagement: Involve key stakeholders to gather insights and foster
collaboration.

4. Goal Setting: Establish specific, measurable, achievable, relevant, and time-bound (SMART)
goals.

5. Action Plans: Develop detailed action plans for each goal, including responsibilities and
timelines.

| encourage you to share this guidance with your teams and schedule a meeting to discuss our
strategic planning process. Together, we can ensure a cohesive approach that drives our
organization forward.

Thank you for your commitment to this important initiative.
Best regards,

[Your Name]

[Your Position]

[Your Organization]
[Your Contact Information]



