EXHIBIT II

INSTRUCTIONS FOR PREPARING WORK PLAN


For the purpose of this RFP, a 36 month timeframe shall be used to complete the Work Plan. Proposer is required to complete a Work Plan for each fiscal year (e.g., FY 2012-2013, 
FY 2013 -2014, FY 2014-2015).  

The Work Plan must include sufficient detail to enable the evaluation committee and County, SAPC to understand the scope of the proposed services.  Over the 36 month period, the Work Plan must reflect a logical progression to achieve the goals and objectives and thus cannot just repeat the previous fiscal year’s activities.

Using the format provided (Attachment 5), please follow the instructions as described below.

1. Goals – represent the vision of a project: the hoped-for outcome.  They clearly show direction, they are not always specific enough to be measurable.  Progress toward a goal should be measurable with time but many specific activities/strategies will have to occur before a goal is actually achieved.  State your project’s overall goal.

2. Objectives – are the milestones along the way to the goal.  Identify Objective(s) you will be working toward achieving.  

a. Each Objective should reflect the change you hope to achieve as a result of the activities you conduct. 

b. Each Objective should be SMART: 
· Specific 
· Measurable 
· Achievable 
· Realistic 
· Time-specific

c. Each objective should be numbered consecutively (i.e., 1,2,3)

3. Activities – are those events such as mobilizing and organizing, coordinating meetings, assessing, planning, conducting educational community sessions, outreach, and other strategies that work together, and enable one to achieve specific goals and objectives.  The Activities section describes specific steps that will be taken to accomplish each Objective.
They should follow a logical sequence of events with specific steps that will be taken to accomplish each objective.  

5.   Timeline - A timeline should be created to specify the timeframe in which each activity is planned to be started and ended for each fiscal year (General fiscal year timeline such as 07/01/11-06/30/12 will not be accepted).  Timeframes should correlate to activities by being labeled with corresponding lower-case 	letters (i.e., a,b,c).

6. Expected Outcomes – While the Objective describes the change you hope will occur as a result of your collective efforts, the Expected Outcomes section is an opportunity for you to describe the change you expect as a result of the process along the way to achieving your Objective. 

Evaluation – works to discover the strengths and weaknesses of project activities it allows programs to use resources more efficiently in the future. Evaluation does not have to be expensive or complicated to be useful. 

Evaluation measures are not necessary for every activity, but should be carefully considered in the planning process.  The Evaluation section should include documentation of activities as well as true evaluation measures and is used for evaluating the effectiveness of individual steps along the way as well as your overall program and for auditing verification purposes.  

a. Examples of documentation include, but are not limited to, flyers, agendas, photos, meeting reports, attendance rosters, pre-/post-test materials, etc.  Evaluation measures include, but are not limited to, CalOMS Pv, pre-/post-test results, police call-for-service data analysis, service utilization, etc.

b. Evaluation measures should correlate to activities by being labeled with corresponding lower-case letters (i.e., a, b, c).
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