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MANAGEMENT
Plans & Controls

¢ Time cannot be managed.
¢ Only peoples activities can be managed.
® We have all the time there is.

e We can waste it or use it productively.

e If we make a plan and control the events of
our lives day by day, we can look back and
see the accomplishment of our objectives and
goals.
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INSTRUCTIONS



How To Use
This Planner

1. The Basics

1. Take time to build a solid plan.

A. Develop a mission statement (evaluate at least annually).

B. Develop objectives to help realize the mission (evaluate
at least annually).

C. Develop SMART goals (continuously).

D. Develop tactical plans (continuously).

Remember that plans are not static; they are constantly chang-
ing. In building the plan, use problem solving and tactical plan-
ning as described below.

2. Utilize the problem solving process.

A. Identify problems and opportunity areas by compart-
ing your actual performance against set objectives and
goals.

B. Diagnose the problem to determine the technical and
management Causes.

C. Brainstorm alternatives and record them across the top
of the decision making grid. (Use decision making grid
pages.)

D. Determine criteria for making a decision keeping in
mind the objectives of the business and record on the
left side of the grid. (Use decision making grid pages.)

E. Rate each alternative according to each criterion. (Use
decision making grid pages.)

F. Select the best alternatives to meet business objectives
and goals. (Use decision making grid pages.)

3. For each decision develop a new tactical plan for implemen-
tation and control.

A. Set and/or reevaluate goals. (Use goal pages.)

B. Develop a tactical plan. (Use tactical plan pages.)

C. Develop a tactical plan for control. (Use control plan
pages.)

D. Enter monitoring times on calendar and/or TO DO
list. (Use monthly calendar and TO DO list pages.)




1. Set aside a time (about 10 minutes) each day to complete
your TO DO list.

A. Brainstorm everything that comes to mind that
needs to be done today and record it.

B. Review goals and tactical plans for more ideas of
what needs to be done.

C. Bring forward unfinished activities from the pre-
vious day. (TO DO list should be clipped in planner).

D. Review yesterdays notes and your calendar for
other ideas and record them.

2. Prioritize your TO DO list. Determine what is truly im-
portant to do in order to meet farm goals. Refuse to be man-
aged by crisis. Do not allow urgent activities to be your only
activities. Remember that “Management is imperative and
labor is imminent.” — Robert A. Milligan

A. Rank each item A, B, or C by importance to farm
objectives and goals. Importance is determined by the
contribution of the activity to a predetermined ob-
jective or goal.

High value, most important — A
Medium value, moderately important — B
Low value, least important — C

B. If desired, prioritize within categories. Prioritize ac-
cording to urgency. Urgency is determined by the im-
mediacy with which the activity must be undertaken.
Prioritize activities (1,2,3,4,...) within each category

(A, B, C)
Example: Al, A2, A3, A4, BI, B2, C1, C2, C3



3. Act on your priorities.
A. Undertake most important activities first: A's first,

then B’s, then C’s
B. Stay with one task until it is completed.
C. Do not procrastinate, stay disciplined.
D. Work smarter not harder.

Not
Tmportant Important

WIN

Urgent A

Not
Utrgent

o

4. Throughout the day use your To Do list for control.

. Check off activities completed.
delegated tasks
another day.

conversations with people, etc.

m g 0 9>

TO DO list and/or monthly calendar

Record the names of people who have been
. Put an arrow beside activities moved forward to
. Record notes during the day of thoughts, ideas,

Record future activities on the appropriate days
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Objectives V. 4

Mission

MISSIONS

sumnmarize why the farm business exist. These reasons for being in business
are based on the personally held values of the owner/operators. The mission
also deseribes what products or services the business will market and their
purposes,

MISSION STATEMENT
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MISSIONS Mission
summarize why the farm business exist. These reasons for being in business
are based on the personally held values of the owner/operators. The mission

also describes what products or services the business will market and their
purposes.
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OBJECTIVES

are general, observable, challenging and untimed directions for the farm busi-
ness. They outline what the owner/operator wants the business to look like
in the future. The objectives help to realize the farm’s mission.
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Mission

OBJECTIVES

are general; observable, challenging and untimed directions for the farm busi-
ness. They outline what the owner/operator wants the business to look like
in the future. The objectives help to realize the farm’s mission.
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Goals

Mission

OBJECTIVES

are general, observable, challenging and untimed directions for the farm busi-
ness. They outline what the owner/operator wants the business to look like
in the future. The objectives help to realize the farm’s mission.

OBJECTIVES




Objectives

Missicn

OBJECTIVES

are general, observable, challenging and untimed directions for the farm busi-
ness. They outline what the ownet/operator wants the business to look like
in the future. The objectives help to realize the farm’s mission.
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Mission

GOALS

are Specific, Measurable, Attainable, Rewarding and Timed (SMART) state-
ments of what is to be done en route to the accomplishment of an objective.
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Mission

GOALS

are Specific, Measurable, Attainable, Rewarding and Timed (SMART) state-
ments of what is to be done en route to the accomplishment of an objective.
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GOALS
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Mission

GOALS

are Specific, Measurable, Attainable, Rewarding and Timed (SMART) state-
ments of what is to be done en route to the accomplishment of an objective.
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TACTICS A

are precise, individually itemized plans for action. Tactics describe exactly
who, what, when, where and how activities will take place in order to ac-
complish a goal. :
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Objectives

Mission

TACTICS

are precise, individually itemized plans for action. Tactics describe exactly
who, what, when, where and how activities will take place in order to ac-
complish a goal.

Goal to be

actualized:

What:

Who:

How/where:

When:




TACTICS Mission Y

are precise, individually itemized plans for action. Tactics describe exactly
who, what, when, where and how activities will take place in order to ac-
complish a goal.

Goal to be

actualized:

What:

Who:

How/where:

When:
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Objectives

Mission

TACTICS

are precise, individually itemized plans for action. Tactics describe exactly
who, what, when, where and how activities will take place in order to ac-
complish a goal.

Goal to be
actualized:

What:

Who:

How/where:

When:
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CONTROL PLAN
CONTROLLING

is measuring and reporting actual performance at prescribed intervals,
comparing that performance to set standards, and taking appropriate

corrective action when events are not conforming to plans.
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CONTROL PLAN
CONTROLLING

is measuring and reporting actual performance at prescribed intervals,
comparing that performance to set standards, and taking appropriate
corrective action when events are not conforming to plans.

Plan for Controliing:
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CONTROL PLAN
CONTROLLING

is measuring and reporting actual performance at prescribed intervals,
comparing that performance to set standards, and taking appropriate
corrective action when events are not conforming to plans.
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PROBLEM
DIAGNOSIS

is determining the causes of the problem. It involves looking for the
technical as well as the management reasons as to why a problem has
occurred.

Problem stated in terms of unmet, conflicting, or unset, objectives or
goals: (-8 3
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In the left hand column above, identify with an *“X” the most significant tech-
nical causes for the problem.

List management causes for the problem (“MANAGEMENT WHY”):
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In the left hand column above, identify with an “X” the management cause
which you feel is the root cause of the problem.
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DECISION
MAKING GRID
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PLANNED DAILY ROUTINE
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DAILY TO DO LISTS



Example TO DO List

Generate activities to be done from:

1. Brainstorming

2. Tactical plans

3. Prior TO DO lists
4. Previous day’s notes

Importance Statug
{A.B,O) Done v

Urgency Delegated (name)
I {1,2,3) Moved

J Activities  ahead —
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Reorder through Cooperative Extension. These
To Do Lists can be made for others as well as
yourself.




