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Planning is the only tool to catch success 

 

Planning involves establishing goals and devising a series of steps to attain those objectives. This systematic approach 

serves as a guiding framework, significantly increasing the likelihood of success. This is particularly advantageous for 

members of a company's management team, as efficient planning is instrumental in realizing management goals. 

Acquiring the skill of effective planning is, therefore, a valuable asset for achieving success in a managerial role. Planning 

serves as the compass for organizations, guiding them toward the realization of their goals. The process initiates by 

scrutinizing the current organizational operations, identifying areas that require operational enhancements in the 

upcoming year. Subsequently, planning entails envisioning the desired outcomes the organization aspires to achieve. It 

involves charting the course toward success, whether measured in financial terms or through goals such as becoming the 

top-rated organization in customer satisfaction. The essence of planning lies in strategically determining the necessary 

steps to reach the intended destination. 

 

In a common sense, planning is to decide what is to be done in future? How to do? What to do? Who is to do? Etc. In a 

planning we fix our works, working methods, rules, policies etc. In order to achieve our goals. 

 

In the realm of management, planning is the strategic process wherein a company's leadership team establishes goals and 

delineates the steps required to achieve those objectives. This comprehensive planning process encompasses activities 

such as analyzing the company's resources and finances, researching market trends, and conducting risk assessments. It 

often culminates in the creation of a detailed action plan, complete with milestones and deadlines, providing a roadmap 

for attaining set goals. Additionally, companies engage in proactive thinking by anticipating potential challenges and 

formulating solutions to minimize or eradicate issues that may arise during the execution of the plan. 

Two prevalent types of planning, namely formal and informal, are commonly employed. Informal planning typically 

involves collaborative meetings to discuss short-term goals that employees can actively pursue in the upcoming weeks. 

Different teams or departments may engage in informal sessions to deliberate on their respective forthcoming goals. On 

the other hand, formal planning entails the management team engaging in detailed discussions and documentation of 

specific short-term and long-term goals, providing a structured framework for consistent employee efforts. 

 

STEPS TO PLAN EFFECTIVELY IN MANAGEMENT 

 

1. Define the Company's Objectives Initiate the action planning process by clearly defining the company's goals. 

Evaluate the desired outcomes to establish a comprehensive mix of both short-term and long-term objectives. For instance, 

a long-term goal could be to augment the company's profits by 24% within the year. To facilitate this, create corresponding 

short-term goals, such as incrementally raising profits by 2% each month, aligning with the overarching objective. 

 

2. Assess Necessary Resources Following the definition of goals, proceed to identify the resources essential for 

kickstarting your action plan. These resources can encompass physical elements like equipment or supplies, as well as 

human resources, including both full-time and part-time employees. Proactively identifying and assembling the required 

resources in advance facilitates a focused and streamlined approach for you and your team, enhancing the efficiency of 

task execution in pursuit of the established goals. 

 

3. Develop Goal-Related Tasks Translate the established short-term and long-term goals into actionable tasks for your 

employees. Clearly outline the tasks that contribute to the attainment of these goals. Prioritize each task based on its 

importance, providing a roadmap for employees to understand the sequence of completion. For instance, if the overarching 

goal is to onboard 500 new customers by quarter-end, a prioritized short-term task could be to hire additional customer 

service employees to facilitate the process. This strategic approach ensures a systematic progression towards the 

fulfillment of organizational objectives. 

 

4. Task Assignment and Timelines After delineating tasks that align with employee strengths, proceed to assign these 

tasks to individuals who are well-suited for their respective assignments. For instance, if the task involves cold calling 

potential customers to boost profits, assign it to employees with exceptional interpersonal and communication skills. 
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Simultaneously, establish realistic timelines for the completion of these assignments. This not only motivates your team 

but also fosters a sense of urgency, encouraging efficient time management. Clear task assignments and well-defined 

timelines contribute to a structured and goal-oriented work environment. 

 

5. Implement Evaluation Methods To guarantee the effectiveness of your action plan, institute a robust evaluation 

method for monitoring your team's progress. Consider conducting regular progress meetings, perhaps on a weekly basis, 

where team members provide updates and confirm adherence to timelines. This ongoing assessment of your team's 

progress enables timely adjustments to the action plan or goals when necessary. The implementation of effective 

evaluation methods ensures a dynamic and adaptive approach, enhancing the overall success of your strategic initiatives. 

 

6. Formulate a Contingency Plan As part of the planning process, engage in discussions regarding potential challenges 

that your team may encounter while pursuing their goals. This proactive approach allows for the development of a 

contingency plan aimed at minimizing or mitigating these challenges. By anticipating potential obstacles, even if they do 

not materialize, you foster a prepared and resilient team. This strategic preparation not only minimizes stress but also 

ensures that your team is equipped to navigate unforeseen hurdles, contributing to the overall success of your action plan. 

 

SHAPE THE PLAN-PLAN WILL SHAPE YOU – Dr RAM BAJAJ 

 

NEED AND IMPORTANCE OF PLANNING 

Efficient Allocation of Limited Resources In the intricate landscape of organizations, be they expansive enterprises or 

smaller entities, resources are invariably finite. The planning process emerges as a critical tool, providing top management 

with the necessary insights to make judicious decisions on resource allocation. This strategic allocation ensures optimal 

productivity, preventing the squandering of resources on ventures with minimal chances of success. 

 

Setting Ambitious Organizational Goals A fundamental facet of the planning process lies in establishing challenging 

goals that propel every member of the organization toward heightened performance. Striking the balance between 

aggressiveness and realism, these goals act as catalysts for continual improvement. Organizations, to remain competitive, 

must resist complacency and continually aspire to surpass their current achievements, lest they risk losing ground to their 

rivals. 

 

Unveiling Complacency: The process of setting goals serves as a wake-up call for managers who may have fallen into a 

state of complacency. The transformative power of goal setting becomes evident when anticipated results are juxtaposed 

with actual outcomes. Organizations meticulously analyze significant variances from forecasts, taking corrective actions 

in instances where revenues fall below expectations or expenses exceed projections. 

 

Navigating Risk and Uncertainty: Effective risk management is pivotal for organizational success, especially in an 

environment influenced by uncontrollable economic and competitive factors. Planning instigates the exploration of "what-

if" scenarios, enabling managers to envision potential risks and devise contingency plans swiftly. Given the rapid pace of 

business evolution, organizations must exhibit adaptability, swiftly adjusting their strategies to navigate changing 

conditions. 

 

Fostering Team Dynamics: Planning serves as a catalyst for team building and collaboration. Once the plan is 

communicated, every member understands their responsibilities and recognizes the interdependence of different 

organizational areas. This clarity enhances a sense of pride as individuals see their contributions aligning with the overall 

success of the organization. Conflict is mitigated through inclusive goal-setting processes, where input from department 

or division managers is sought, reducing resentment and fostering a cooperative environment. 

 

Strategic Advantage Creation: The planning process provides organizations with a realistic assessment of their current 

strengths and weaknesses relative to major competitors. Armed with this insight, the management team identifies areas 

where competitors may be vulnerable and crafts strategic marketing initiatives to exploit these weaknesses. Monitoring 

competitors' actions also unveils opportunities that organizations might have overlooked, such as emerging international 

markets or untapped customer segments, thereby creating competitive advantages. 

 

IMPORTANCE OF PLANNING 

 

Informed Goal Setting: One of the paramount advantages of planning, particularly within the management team, lies in 

the ability to set well-informed goals. Through comprehensive research into the market and the current status of the 

company, the team can identify strengths to maintain and weaknesses to address. Employing the SMART methodology—
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ensuring goals are Specific, Measurable, Achievable, Relevant, and Time-based—enhances the likelihood of goal 

achievement, motivating the team to persistently work towards future objectives. 

 

Uncertainty Reduction: Uncertainty can impede employee productivity and motivation. Planning addresses this 

challenge by providing clear goals and action plans, allowing employees to prioritize tasks effectively. By proactively 

creating contingency plans for potential challenges, such as environmental or economic factors, companies further reduce 

uncertainty. This preparation not only mitigates risks but also equips everyone to handle challenges confidently, 

minimizing stress. 

 

Waste Elimination: Through a thorough assessment of current resources and future needs, management teams can 

strategically eliminate waste. For instance, by analyzing past consumption patterns, a manufacturing company can order 

the necessary resources for the upcoming production cycle, preventing overstock or shortages. This approach extends to 

time management as well, as informed schedules ensure a balanced workload for team members, enhancing overall 

efficiency. 

 

Cultivation of Innovation: Planning sessions, whether with the management team or across the organization, serve as 

incubators for innovation. Brainstorming new goals, anticipating challenges, and devising creative solutions foster a 

culture of innovation and independent thinking. Employees, engaged in the planning process, may identify untapped 

opportunities for business development, ranging from new target markets to innovative products or services. This 

collaborative approach propels the organization forward by encouraging a continuous cycle of innovation. 

 

Enhanced Decision-Making: A pivotal outcome of planning is the improvement of decision-making skills among 

managers. By centering their focus on a specific goal, managers can devise diverse courses of action to guide their team 

toward goal achievement. The process also empowers them to make informed decisions regarding task prioritization, 

ensuring optimal utilization of resources. 

 

Heightened Motivation: Clear understanding of the relevance of their work to the company's success serves as a potent 

motivator for employees. Action plans provide a roadmap, guiding and engaging employees in their tasks. The presence 

of timelines and deadlines further contributes to motivational dynamics, instilling a sense of purpose and urgency. 

 

Catalyst for Business Growth: A cornerstone benefit of planning in management is its role in fostering business growth. 

Managers can strategically set business development goals, encompassing objectives such as sales expansion, client 

onboarding, or expense reduction. Consistent creation of goals and corresponding action plans positions businesses for 

sustained and scalable growth. 

 

Trust from Stakeholders: Stakeholders, representing various interests such as customers, investors, employees, the 

community, suppliers, and the government, are invested in a company's actions. Informed goals and action plans instill 

confidence and trust among stakeholders. The transparent and strategic approach to planning demonstrates a commitment 

to success, potentially earning the trust of stakeholders who are crucial to the company's journey. 

 

Conducting market research to formulate well-informed action plans can give companies a competitive advantage. By 

evaluating the strengths and weaknesses of competing businesses, they can strategize ways to capitalize on vulnerabilities. 

For instance, if a cosmetics company observes that a competitor lacks foundation in darker tones, they might choose to 

introduce such a product, appealing to an underserved target audience and attracting new customers in the process. 

Planning and decision-making go hand in hand. Without decisions, plans are just ideas on paper, and without planning, 

decisions lack a roadmap for implementation. They're like the dynamic duo of effective management—each supporting 

and reinforcing the other. It's the art of turning intentions into actions. 

 

Planning of Delhi Metro Construction-Action Plan : As per Action Plan , construction of Delhi’s Metro rail as to be 

finished in 7 years, but Mr. E. Sreedharan , a retired Engineer from Konkan Railways completed it in a record time of  5 

years. It is indeed a brilliant example of orderly plan in India.  In Delhi Metro full care has been taken to fulfil the 

institutional objectives. In the planning, full care was taken of the work to be completed under the project, as How much 

the project will cost? How much earth is to be removed and from where and how much to be used again and where? 

Where the extra earth is to be filled?  

Planning is continuous. It is a never-ending activity. It is an ongoing process of adjustment to change. There is always 

need for a new plan to be drawn on the basis of new demands and changes in the circumstances. That means adjustments 
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may be made in planning as per changed circumstances. But it does not mean that planning may be changed frequently 

as we wish. 

 

DIFFERENT TYPES OF PLANNING 

 

Businesses are versatile creatures, aren't they? They tailor their planning strategies to fit their unique projects, corporate 

culture, and the amazing individuals in their teams. It's like trying on different outfits to find the perfect one. They often 

mix and match various planning types to create a customized approach. Some of the most common planning types include 

strategic planning, operational planning, tactical planning, contingency planning, and financial planning. 

 

Formal planning 

Formal planning creates detailed plans that are officially recognised. A manager or delegated employee writes down the 

formal plan once it's established or agreed on. Large, complex projects often run more smoothly with formal planning as 

it sets clear expectations. Team members can refer to the written plan at any time to clarify what's expected of them. 

Informal planning 

Informal planning is a more relaxed approach to planning. This type of planning may occur during discussion sessions. It 

can also be a mental process undertaken by a manager before projects start. Managers may tell employees the whole plan 

or only the parts relevant to them. Employees may take notes they can refer to. Informal planning tends to work best for 

simple projects with short time frames. 

 

Short-term planning 

Short-term planning involves making plans for the immediate future. Short-term planning usually focuses on plans for 

the next two years or less. These plans involve using the business's existing resources to impact its current operations. 

Planning how to train a new intake of employees is an example of short-term planning. As businesses act on short-term 

planning quickly, it's easy to assess their success. 

 

Medium-term planning 

Medium-term planning involves making plans for the business's mid-term future. Typically medium-term planning is 

making plans for what may occur in the next two to five years. The plans often involve using resources the business 

intends to have in the future. Making plans for purchasing new materials or changing production methods are some 

examples of medium-term plans. 

 

Long-term planning 

Long-term planning involves making plans for the business's long-term future. Businesses usually make long-term plans 

for five to 15 years in the future. Long-term resource allocation and strategies for technological and market advantage are 

common considerations for long-term planning. Long-term planning gives businesses ample time to make plans and put 

them in place. Businesses may revise their long-term plans periodically to reflect changes in the business and industry. 

 

Strategic planning 

Strategic planning involves setting objectives and policies and strategies for achieving them. This kind of planning gives 

a company direction for the future. The executive team handles strategic planning within a business. They consider the 

business's place in the market and its capabilities. If they identify weaknesses or issues that may impact the business's 

ability to achieve objectives, they create strategies to address their concerns. Strategic planning is usually medium-term 

or long-term planning. 

 

Intermediate planning 

Intermediate planning involves planning for the short-term future, usually a period between six months and two years in 

advance. Middle managers take care of intermediate planning. They assess the business's available financial, human and 

material resources and determine how to use them. They also assess the executive team's strategic plans and break them 

down into smaller, more specific plans. 

 

Operational planning 

Operational planning involves making plans for the business's immediate future. Lower management, such as unit 

supervisors and foremen, create operational plans. These plans cover short periods starting in the present and spanning 

between one week to one year. Operational plans are the most specific, explaining how to complete tasks efficiently. They 

keep businesses running smoothly. Businesses often divide operational plans into functional business areas, such as 

finance, marketing and production. 
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Standing plans 

Businesses design standing plans for multiple uses. For example, a fashion label may have a standing plan for creating 

new apparel items. While the clothes differ, the business may approach their design, development and delivery 

consistently. Standing plans usually include objectives, policies, methods, procedures, guidelines and strategies. As 

standing plans are reusable, creating them helps executives save time. Standing plans are sometimes called routine plans. 

 

Single-use plans 

As their name suggests, single-use plans suit a specific project. They outline the course of action employees can take to 

achieve a specific goal. They also define a program of activities, an activity schedule, budgets and projects covered by 

the plan. Once employees reach the final goal, the plan gets discarded. Creating single-use plans is sometimes called 

specific planning. 

 

A well laid out planning can transform individual energies into a much stronger synergy as has been exemplified by the 

merger of two big banks to become a super bank. These to banks –Standard Chartered Bank and ANZ Grindlays –merged 

under a long term planning and gave birth to a new bank- The New Standard Chartered Bank which is the biggest foreign 

bank in India.  

 

 

HERE ARE THE COMMON PARTS OF A COMPREHENSIVE PLANNING PROCESS: 

 

Forecasting 

Forecasting is predicting what may happen in the future. Predicting future circumstances helps teams identify potential 

risks and create plans to minimise their impact. It also helps teams capitalise on favourable circumstances. Forecasting 

helps reduce uncertainty for teams so they can operate more efficiently. 

 

Defining objectives 

Defining objectives helps teams understand what they want to achieve. The best objectives are realistic and specific. 

When teams understand their objectives, the activities they perform have more purpose. Clearly communicating 

objectives helps employees feel motivated and engaged. 

 

Outlining policies 

Outlining policies gives people involved in enacting the plan a general guide for making decisions and acting on them. 

The policies govern the entire period the plan is in place. Using clear communication is important to ensure everyone 

using the policies understands them. 

 

Developing programs 

Programs are the courses of action that employees take to meet objectives. Well-developed programs detail the sequence 

of events, in order, that can help the team succeed. Employees can stay focused when they understand what to do and 

when to do it. 

 

Creating strategies 

Strategies are general, high-level plans that outline how a business could gain a competitive advantage. Strategies could 

help businesses achieve in a specific market or with a specific product or service. Creating effective strategies can help 

the business achieve its goals. 

 

Scheduling 

Scheduling involves setting times for the actions in the plan. Clear scheduling helps employees understand the deadline 

for delivery. A good plan also schedules progress meetings and deadlines for components to ensure a project stays on 

track. 

 

Outlining procedures 

Procedures are guidelines for future actions. Outlining procedures helps employees perform tasks in the best manner and 

sequence for the business. Procedures outline the process for common tasks in the business. 

 

Setting rules 

Rules outline the business's expectations of employees. Clear rules help employees fulfil requirements and avoid 

problematic behaviours. Rules are often the simplest type of plan. While managers may amend them over time, they are 

usually fairly consistent over the life of the business. 
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Budgeting 

Budgeting allocates resources to the plan. Budgets are often financial. They may also specify other terms measured by 

numbers, such as the number of labour hours, machine hours or units of products a plan requires. Clear budgeting helps 

businesses manage their resources over time by minimising waste and shortfalls. 

 

A Planning is continuous. Plans are prepared for a specific period of time may be for a month a quarter or a year At the 

end of that period there is need for a new plan to be drawn on the basis of new requirements and future conditions. Hence 

planning is a continuous process. Organizational plans can do wonders for a company. They can help the organization set 

the direction of where it wants to go and then communicate all of that to every team member on every level of the 

company, from employees to stakeholders. With a solid organizational plan, everyone will understand where the company 

is heading in a given period of time, usually of a few years. Not only do effective organizing and planning skills pave the 

way for goal achievement, but they also act as stress-busters, keeping panic at bay when faced with a workload. A well-

thought-out plan serves as your roadmap, offering clarity on your position in the broader process and ensuring you stay 

on course to meet deadlines.  

 

Seven steps to enhance the organizational skills and craft more effective plans: 

 

1. Prioritise your tasks 

Prioritising your tasks in order of importance helps you to determine which are critical and those you can complete later. 

Knowing how to prioritise also means you can break up your work into smaller parts. You can then focus on one task at 

a time. This is helpful when you're planning a large project with many different tasks. Begin by creating a list of everything 

you plan to do and all the tasks required to accomplish your plan. Then arrange the list in order of importance and begin 

working on the things on your list in that order. 

 

2. Practice time management 

Time management is how you divide your time between different actions and make sure that they align with your aim of 

completing your essential tasks. Good time management helps you to make better use of the time you have available. 

Practising time management can help you get more done in less time. You can use scheduling tools, such as planners, 

diaries, schedules and timetables to help you to focus and stay on track. To practice time management, use your list of 

priorities and add a time estimate for each task. This may look like this: 

Respond to email – 20 minutes 

Management meeting – 45 minutes 

Go to printers – 30 minutes 

If you find that your estimated time for tasks adds up to more time than you have available, then you can reconsider your 

priorities regarding the tasks you can move or shorten. It's important that you're as honest as possible for your plan to be 

successful. 

 

3. Coordinate resources 

The majority of projects and tasks require the use of some kind of resource. A resource is something that is necessary to 

complete a task. It may be money to cover expenses, human resources or labour. Some projects may simply require time 

or space resources, while larger projects may involve many types of resources. 

 

When you're planning for a project or task, you can break it down into smaller pieces and then think about what resources 

you may require. Consider the people or the materials that are necessary to complete the assignment. You may already 

have all the essential resources at your disposal, or you may consider hiring outside help, such as a graphic designer, to 

help create content. You can make the most of the resources you have available to you to develop the best product or 

strategy. 

 

4. Delegate work to your team 

Delegating is when you assign some of your work to other people. These individuals are then responsible for completing 

that work. Delegating tasks is a common and vital practice in the workplace. When you delegate tasks to others, it simply 

means that you've recognised the best way to spread out the workload. 

 

For example, if you decide that it's necessary to hire outside help to create content, such as a graphic designer, you can 

consider delegating that task to someone else on your team. Delegating is also important because it demonstrates that you 

trust your team members to take on more responsibilities. This can motivate your team and make them feel that they have 

a stake in the project, which can lead to them producing better work and improving the overall working environment. 

 

https://www.testgorilla.com/test-library/situational-judgment-tests/communication-test/
https://uk.indeed.com/q-graphic-designer-jobs.html?from=careerguide-autohyperlink-en-GB
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5. Develop processes for routine tasks 

Having processes in place for routine tasks can help to avoid errors and mistakes. If you find that you and your team are 

performing the same tasks on a frequent basis, consider creating systems and processes to make the approach more 

automatic. For routine tasks, take some time to write out the process of how you typically approach them and create a 

checklist. A checklist also provides you with a guide so that you can share the process with others when you delegate 

tasks. 

 

6. Plan ahead 

Being able to plan ahead is a vital part of becoming skilled at planning and organising. Putting more time into planning a 

project or task typically increases the likelihood of success. You can try to plan your work tasks and projects in advance 

as much as possible. You may not always have control of the amount of time required to complete a task or project. 

 

There may be times when a project comes up unexpectedly, and your manager assigns you the responsibility for the 

project. In this type of situation, you can make the most of the time you have available. Being in the habit of planning 

ahead can also make these unexpected projects much easier to manage. Aim to plan out projects as much as you can. For 

example, if you're responsible for creating a quarterly report, you can plan ahead to ensure you have all the necessary 

resources to complete the report in advance. 

 

7. Plan for the unexpected 

While your aim is to follow the plan you have prepared, it's helpful to have some degree of flexibility and to be able to 

make alternative plans depending on the specific circumstances and actual workload of each task. There is always a 

chance that unexpected situations may arise. It's important to factor in some time for any problems and obstacles that 

could occur and allow time for solving these issues. If your plan has a limiting schedule, you may not have time to manage 

problems effectively. 

 

 

 


