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Copyright and Intellectual Property Statement
 This template is the intellectual property of TenStep, Inc. It may be used and modified within the terms and conditions of your TenStep, Inc. license agreement (Member, Browse, Consultant, etc.) Unauthorized use, sale, resale, copying, etc. are strictly forbidden by USA and international copyright law. (Remove this comment section from final document.)

The purpose of this document is to define an organization. The organization could be a company, division, department, group or team. This checklist helps you think through and gain agreement on the fundamental nature of your organization. This logical definition is valuable for an existing organization as well, to sharpen its focus and validate what it is doing and what it should be doing. 

The value of defining a logical organization is twofold. 

1. You gain clarity and agreement on what you are doing and why. This definition should show the value that you provide to the business and why your organization exists to begin with. This information is communicated to external entities and your own staff. 

2. The organization provides a framework to guide decision-making in the future. For instance, you would not want to undertake any projects that did not help achieve your organizational goals and objectives. Major decisions can be evaluated based on whether they fit into your strategy. The way you deal with people can be evaluated against your organization’s principles. 

Not all of this information is needed for all organizations. Review the definitions and see which ones are most appropriate for you. The definitions are arranged from the high-level to the low-level. Sometimes you need to start at the top and go down one level at a time. Other times, you may have to jump around. For instance, perhaps there is a clear expectation of the clients, products and services. Those could be defined first, next moving up to objectives, goals, etc.

It is very helpful if there are other similar definitions from other parts of the organization. For instance, if a new department is being defined within a division, it is helpful to know what the division mission, vision, and goals are. If they exist, they can be used as input for the definition of the new department. The mission, goals, objectives, etc. should align with similar definitions from higher organizational entities.

This information is used to define a logical organization. Once this information is in place, you should actually start to bring in people to fill the various roles and responsibilities. At that point, you are building the physical organization.  (Remove this comment section from final document.)
	Organizational Definition
	Check

	Mission. Describes what the organization does, how it is done, and for whom. It is a very general statement, usually aligning the organization to the value it provides to the business. It should tie together the vision, strategy, goals, etc. that fall under it. 
	

	Vision. Describes a state that the organization is striving to achieve in the future. It is very general, but it gives a sense of what the organization would be doing and how it would look, if it were perfect and existed in a perfect world. 
	

	Strategies. There may be many ways to achieve your vision. A strategy is a high-level set of directions that articulate how the organization will achieve its mission and move toward its vision. A strategic plan provides guidance on the types of projects and activities that should be funded and executed. Defining a strategy helps get the entire organization aligned in the same direction.
	

	Principles. Provides an organization with rules of behavior and moral and ethical statements for how it will function. Usually the principles describe how people within the organization will act, and how they will interact with other people inside and outside the group. They provide guidance on how to deal with people and teams, especially when you encounter problems. 
	

	Clients / Customers. The main individuals or groups that request and utilize the products and services your organization provides. While there may be many stakeholders (below), it is important to recognize who the clients are. They should be the ones the organization focuses on - to meet their needs and help them achieve their strategy, vision, mission, etc. (In some companies, “clients” refers to people or groups within the same company, while “customer” refers to people or groups outside the company. But this is not a hard and fast rule.)
	

	Stakeholders. These are the specific people or groups who have an interest or a partial stake in the products and services an organization provides. Internal stakeholders include management, other employees, administrators, etc. External stakeholders could include suppliers, investors, community groups, and government organizations. Clients / customers are stakeholders as well. However, most stakeholders are not clients or customers.
	

	Goals. High-level statements that provide the overall context for what the organization is trying to accomplish in the next one to three years. The achievement of goals helps the organization accomplish its mission and moves the organization closer to its vision. They should be written in a way that references business benefit in terms of cost, speed, and / or quality.
	

	Objectives. Specific statements describing what the organization is trying to achieve, usually with a one-year window. Objectives should be written at a low enough level that it is clear whether they have been achieved within the timeframe set. A well-worded objective will be Specific, Measurable, Attainable/Achievable, Realistic, and Timebound (SMART). 
	

	Products / Deliverables. Products / deliverables describe tangible items that the organization produces. The organization achieves its objectives through the creation of products / deliverables (and services below). Your organization may produce internal and interim work products; however, the term product / deliverable refers to the final product delivered to your customer.
	

	Services. Services refer to work done for customers or stakeholders that does not result in the creation of tangible deliverables. Services provide value by fulfilling the needs of others through people contact and interaction.
	

	Roles, Responsibilities and Skills. These describe the types of people the organization needs to build the products and provide the services necessary to achieve its objectives. 

· Roles refer to positions in the organization, or the name given to a person or group of people that perform a certain set of activities. 
· Responsibilities are the specific end results that a person in a role is expected to achieve.
· Skills are the personal traits or internal knowledge that a person uses to perform the responsibilities within his/her role. There may be personal, business, technical and professional skills required for a person to complete his/her responsibilities. 
	

	Transitional Activities. Transitional activities are the specific activities and projects that are required to implement the physical organization. If the organization already exists, these activities could be the work required to move from the current state to the one that is defined in the logical organization. This work is needed to transition, integrate and stabilize the new (or existing) organization.
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