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	[bookmark: _GoBack]ISA Division – Division Business Plan 
Also known as “What is your division planning on doing next year?” 

	Instructions: Fill this out at end of year using point form notes, and email to your VP & VP-elect of Industries & Sciences / Automation & Technology, plus kbelinsky@isa.org. It should take about 1 hour. Due August 1st

	Division
	Code – Name of Division

	Number of division members (check www.isa.org roster**)
	xxxx as of MMM DD, YYYY

	Business Plan for Year
	(Jan 1 to Dec 31)
	YYYY

	Revision Date
	 (MMM DD, YYYY)
	 MMM DD, YYYY

	Prepared By
	(Name, Position, Email)
	 


** You can also request a list of division members/count by emailing rosters@isa.org (if www.isa.org roster download tool is not working)

Overview / Summary
List Division websites, social media accounts, and other online presences:
	Division website: 
Other websites (if applicable):
LinkedIn Group: 
Other Social Media: 
General Email address: 
Abstract submissions/email: (if applicable):


Division Description (Hint: copy/paste from your website)
	



List Key Volunteers with Contact Information (Name, Position, Email, Phone Number)
	Director: 
Director-elect:




	Target Market for this Division
	Applicable ISA Products/Services to Sell to Audience

	End-user Design & Operations Staff, Automation Software and Equipment Vendors design staff, Automation Managers, Technicians,  Engineers, Operations staff across the entire value chain
	Related ISA publications, standards, and training courses. 


Key Goals/Initiatives for next y ear
	




Special Goal for 2018: Increase revenue by 10%, Decrease Expenses by 10%
	

This goal was given us by incoming 2018 ISA Society President Brian Curtis. Provide some ideas on how for your division. 



Planned Involvement with ISA Technical Symposiums
	






Volunteer Team
List current volunteer leaders for current year: (Position, Name, City/State/Country.) No contact info needed.
	Position………………………..Name….(start/end year of term)………………………….City, State, Country





List of anticipated volunteer leaders for period covered by business plan: (Position, Name, City/State/Country)
	
Hint: If no changes, you can write in “Same”. Or just list the changes.



Succession Planning:  Briefly outline your plan for filling leadership positions 2, 3, 4 and 5 years from now
	
Hint: It’s best if you have certain individuals identified by name and list out the start/end dates of positions they will be taking on in the coming years.  If there are gaps, mention what plans are underway to fill them



Planned Division Activities
Provide point form overview of planned division activities for the coming year.   
EDIT THIS SECTION AS NEEDED. DELETE ANYTHING THAT YOU DON’T NEED.
1. Division website on www.isa.org: 
a. Address:
b. Who edits it
c. How often it will be updated
d. What is on website
e. Who has access the account (should be at least 2 people)
2. Other Division Websites
a. List addresses if applicable (e.g. symposium website)
b. Who edits it, how often updated, content, etc.
c. Who has access the account (should be at least 2 people)
3. LinkedIn Discussion Group
a. Web address 
b. Who monitors it, how often updated, content, etc.
c. Who has access the account (should be at least 2 people)
4. Other Social Media
a. Facebook?
b. Twitter?
c. Web address of other social media accounts
d. Who monitors it, how often updated, content, etc.
5. Newsletter
a. How many newsletters are planned and when to publish. Draft publication dates?
b. Who is the newsletter editor/writers
c. Who does the newsletter editing and layout?
d. How it is published. E.g. post to website as a PDF, send out email blast to members to announce
6. Email blasts to membership
a. Will use email blasts to announce newsletters, send update messages, and announce webinars.
b. Will use “Request for Staff to send email blast” form to have staff send emails.
c. Do you send out emails other ways (e.g., MailChimp, ConstantContact, etc.)
7. Webinar
a. Are you planning any webinars? If so, when and on what topics
b. Do you plan on using the ISA’s webinar hosting platform (contact ISA staff for details)
8. Scholarship Program
a. Do you give out any annual scholarships? How do you award them? Is there an application form?
b. When do you plan on making application form available? Making Selection? Sending out checks?
c. If you have an endowment, what is the balance? How money will be put in/paid out in the year? What is the long-term plan for funding the endowment? How much interest is made each year?
9. Award Programs
a. Are you planning any awards within your division?  e.g., Member of Year, Service Awards, etc.
b. When do you give them out?  At a symposium (which one?), or at Division Awards Luncheon (FLM)
10. Standards Committees
a. Is your division involved with any standards committees? ISA or otherwise?
11. Collaboration with Local ISA Sections
a. Do you plan on collaborating with local ISA sections? If so, which ones and how?
b. How do you want to promote your division with sections?
c. How to do you plan on approaching section executives?
12. Collaborations with Other Association and industry groups
a. Do you plan on collaborating with other associations or groups? If so, which ones and how?
13. Other activities
a. Mention as needed

Conferences and Symposiums
Provide point form overview of planned division activities associated with technical symposia/conferences.

1. ISA Technical Symposium
a. Do you plan to be involved with any ISA symposiums?  
b. If so, which one and how (which symposium, dates, location, venue/hotel, role of your division). 
2. Other Conferences
a. Do you plan to be involved with any non-ISA conferences?  
b. If so, which one and how (which one, dates, location, venue/hotel, role of your division). 

Note: Any partnering/collaboration between a division and another association requires a signed MOU (Memorandum of Understanding) between ISA and that organization.  Only ISA staff is authorized to sign a MOU on behalf of the ISA.  Any potential partnering needs to be discussed with your VP and staff, before proceeding.  Your department VP and ISA staff have sample MOU templates.

Volunteer Committee Activities
Provide point form overview of how your division committee plans to meet/correspond/operate. Edit as needed.

1. Committee Correspondence
a. The preferred method of correspondence between committee members will be via email.  
b. Committee members have provided contact information that is listed on our website (and on the leaders coding form), so we can easily call/email each other.
2. Committee Meetings
a. Conference Calls
i. We plan on holding conference calls every XX months. 
ii. Likely on the XXth day (day of the week) of the month. Time TBD.
iii. We will use www.doodle.com to find the best meeting dates/times for the committee. 
iv. Conference calls to be hosted using the ISA’s WebEx account, with meeting invites sent out by ISA staff (on request of Division Director) via email/Outlook-meeting-invite.  Minimum 2 weeks’ notice to be provided for these calls, so staff can set them up.    Staff to provide international call-in numbers for the conference calls.
v. Do you plan on using any external services such as Zoom, Google Hangouts, etc. ?
b. SLM
i. Do you plan on meeting at the SLM?  
ii. Will your Division director be attending the Joint I&S/A&T board meeting?
c. FLM
i. Do you plan on meeting at the FLM?  
ii. Will your Division director be attending the Joint I&S/A&T board meeting?
iii. Will your Division director be attending the Division Awards Luncheon?
d. Other Face-to-Face meetings
i. Are you planning any other face-to-face meetings?
3. Newsletter Articles & Proof-reading
a. When the newsletter editor has a draft newsletter ready, the editor will email draft to the whole committee and give the committee at least X days to proof-read/send in corrections/suggestions.
b. It is expected for the Director (and Director-elect once fill) to provide a welcome message for the newsletter editor to put in each newsletter issue.
c. Do you need any staff help with your newsletter?

Division Volunteer Travel Funding
Provide point form overview of plans for division travel funding in the coming year:

1. The division appreciates that travel funding that is available for division travel is limited.
2. In YYYY, the following travel funding is likely to be available from ISA:
a. SLM: travel costs for one volunteer (usually director) travel to Spring Meeting in City, State, Country.
b. FLM: travel costs for one volunteer (usually director) travel to Fall Meeting in City, State, Country.
c. FLM: there may be also travel money available for additional volunteer to travel to the Fall Meeting 
3. Additional committee members are welcome to attend, but there is no travel funding available for them.

Our current plan for travel is as follows:
· SLM
· List who is going
· For each person state the source of their travel funding 
· (e.g., personal funds, company funds, ISA division travel funding, ISA travel funding from another role they have, funding from their home ISA section, etc.) 
· FLM
· List who is going
· For each person state the source of their travel funding 
· Other
· Is there any other division travel planned?

Note: In general, travel costs for volunteer leaders to attend ISA symposiums should be built into the planned budget for that individual symposium.

Dates & Milestones Matrix
Fill in the attached table (edit table) with key dates and milestones for your division activities in the coming year. 
Don’t forget to add in any target dates for Newsletters, Webinars, Conferences/Symposia, Email blasts, etc.
 
	Due Date
	Items Due from Director
	Other Items

	January
	For SLM: Let Andrea (staff) & VP know if division wants scheduled face-to-face meeting at SLM – planning committee needs this info
	Send Update Email to division members
Update division website

	February
	
	

	March
	Submit Q1 Quarterly Report (March 30)

For Symposiums, obtain complete financial data from ISA staff to see year-to-year trends of budgeted vs. actual for: registrations, exhibitors, sponsors, revenue, expenses, profit, staff time charged, etc. – so you can effectively develop plan for the following year. 
	Due date for award nominations for any ISA Society-level Awards (Mar 31)

	April
	Submit Symposium Budget & Business plan for next year (Apr 30)
	

	May
	SLM – division director attends (May/Jun)
	

	June
	Submit Q2 Quarterly Report (June 30)
For FLM: Let Andrea (staff) & VP know if division wants scheduled face-to-face meeting at FLM – planning committee needs this info
	

	July
	Submit Division Budget & Business Plan for next year (July 15)

	If giving any awards at FLM, give names of winners to staff & VP (for awards plaques)
 

	August
	
	Prepare for FLM: invite your board, send out agenda for your division meeting, etc.

	September
	Submit Q3 Quarterly Report (Sept 30)
FLM – division director & director-elect attends (Sept/Oct)
FLM – Division Awards Luncheon takes place at the FLM
	Send Update Email to division members
Update division website

	October
	
	

	November
	Submit Division Leaders Coding Form for following year (Nov 15)

	

	December
	Submit Q4 Quarterly Report (Dec 15)
Submit Year End Report – Write report on what you did (Dec 30)
	




Support/Resources from ISA Staff
Are there any activities you will need ISA Staff to help you with? If so, please list so staff can plan accordingly. 
(Note: If you need staff support for a symposium, put that in your symposium business plan – not here) 

	
	Activity
	Tasks to be completed by volunteers
	Tasks to be completed by ISA Staff

	1
	Setup conference calls for committee
	Provide requested dates/times for conference calls to staff a minimum of 2 weeks ahead of time.
	Setup WebEx/Conference call using ISA’s IT systems. Send out Outlook meeting invite to committee members for each meeting.

	2
	Code Leaders in AMS & division website
	Provide list of division volunteer leaders to staff by Nov 15 for next year.
	Staff updates Association Management System and division website to list leaders is new positions for next year.

	3
	Publish March Newsletter
	Create newsletter. Create PDF file.
	Help with posting PDF to website as needed.
Send out Email blast to division members.

	4
	Publish July Newsletter
	Create newsletter. Create PDF file.
	Help with posting PDF to website as needed. Send out Email blast to division members.

	5
	Publish October Newsletter
	Create newsletter. Create PDF file.
	Help with posting PDF to website as needed. Send out Email blast to division members.

	6
	Host Technical Webinar
	Find speaker.  Review draft slides and presentation from speaker. Act as moderator/host during webinar.
	Setup webinar on ISA provided system.
 Send out email blast to division members

	7
	Updates to division website on www.isa.org 
	Most edits by volunteer webmaster
	Help as needed with Ektron website editing system. Provide accounts to volunteers.

	8
	Etc.
	
	



Support/Resources from your VP / ISA Senior Leaders
Are there any activities you will resources or help from your VP/VP-elect of I&S/A&T? If so, please list. 

	
	Activity
	Tasks to be completed by volunteers
	Tasks for VP/VP-elect I&S/A&T

	1
	Touchpoints
	Director to be available for phone call every 1-2 months. 
	Call Division director every 1-2 months for check-in call to see how things are going.




Other Information
Include any other additional details you feel are needed for division planning purposes.
	









Division Funding - Information

Funding for ISA Divisions comes from several individual line items in the ISA Society Budget
a) Division Leader Travel (for leader travel to SLM/FLM only)
b) Division Activity Budget
c) Endowment Funds (for scholarships only)
d) Individual Symposium budgets
	Division Leader Travel
	Set by the Finance Committee each year to support Division Leader travel, specifically the Directors and/or Director-elects, to the SLM and FLM meetings.   Division Leaders are encouraged to only use this money if they need to, as is limited. If you have other sources of travel funding, please use them first.  (Other sources of funding should be used wherever possible:  Company Funds, Funding from other ISA travel budgets, Funding from a home Section, Individual Funds, etc.). In 2016, this amount available was about $1500-2000 per division per year.  Leaders who have long travel distances to the SLM/FLM will typically use more than the leaders who are close by.  Divisions should aim to have one leader come to both the SLM and FLM if possible.  If deciding between the SLM/FLM meetings, it’s best to attend the FLM meeting. Access to these funds is by pre-approval of the VP and ISA staff; then the leader submits their receipts and an expense report for reimbursement. 

	Division Activity Budget
	Set by ISA staff each year (with approval by finance committee) to cover the other expenses associated with running divisions. This can include newsletter costs, email/phone charges, website costs, advertising, social functions, award plaques, division awards luncheon, etc.  The amount in this budget is set by staff by looking at past year costs, and by submissions provided by divisions in their business plans.

	Endowment Funds (Scholarships)
	Ongoing long-term endowment funds. Most divisions have an endowment fund that they use for their scholarship programs.  The ISA Investment Manager manages the funds so they earn interest each year. Divisions are encouraged to pay money into their endowments via donations and a portion of symposium profits.  Under the direction of divisions and their division scholarship committees, staff will issue the award checks to scholarship winners.  

	Individual Symposium Budgets
(for Each Symposium)
	Set by the Symposium Business Plans, approved by the Finance Committee. Division symposia are run on a project basis. Each symposium has its own individual budget with revenue and expenses identified.  Symposia need to turn a profit as a project each year. The ISA cannot afford to run events that lose money every year.    Expenses and staff costs associated with a symposium need to put against the symposium.  If travel is being funded for a leader to travel to a symposium, it should come out of that’s symposium’s budget and be part of the symposium’s individual business plan (and not the division’s division budget). Scholarship funds must be sustainable (money going out is less than money going in).


Justification for Funding your division
Funding for Divisions can be justified by the Services they provide to their divisions members, Services they provide to ISA Members, and Services they provide to the Greater Automation Community. 
For the XXXXX Division, we had YYYYY member as of YYYY-MM-DD.  For our proposed division budget of $ZZZZ this works out to investing $AA per division member per year. Currently ISA members pay their $120/year membership fee which includes 2 division memberships, and the option to add additional divisions for $10/year.
Also, in the coming year, our division plans on undertaking the following special projects which results in ____ additional revenue for the ISA each year:
· Item 1
· Item 2
· Item 3


Appendix A – Proposed 2017 Division Budget (from all Sources)

	Description
	Explanation
	Amount

	Division Leader Travel to FLM/SLM
	These funds are used to cover travel for Division Director (or elect with approval) to ISA Leader Meetings and other viable travels related the division. In general, volunteer travel to ISA symposiums has to be built into the planned budget for each individual symposium
	$1250.00 SLM
$1250.00 FLM
$1000.00 FLM (for Director-elect)

	Committee Expenses
	This is to cover other various committee expenses as needed.
	Nil

	Social Functions
	These funds can be used to cover expenses for officer dinner/celebrations, food/beverage expenses for recruiting volunteer leaders.
	Nil

	Newsletters
	The Newsletter will only be distributed electronically as PDF.
	Nil

	Awards
	These funds use the cover the cost of award plaques for service awards or technical recognition awards.
	Nil.

	Social Media and Marketing
	LinkedIn group, websites, Division Outreach,  advertising for division
	N/A

	Misc.
	If you have other issues/purchases (such as software or special marketing) this line item can be used (with explanation).
	N/A

	Symposium Conference 
	N/A – any symposium budget numbers must be included as part of a symposium budget, not the division budget
	N/A – not part of division budget, see symposium budget

	Scholarships
	Used to engage students and be applied to their educational expenses per ISA Scholarship Criteria.They come from the scholarship fund managed by ISA
	N/A

	
	Total
	$3500



Line Item Breakdowns
For line items above, provide breakdowns as to how the funds will be spent.

E.g., Director Travel to FLM ($1250):   $XXX for flight, $YYYY for 2 hotel nights, $ZZZ for meals, etc. 
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