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Nonprofit Program Planning Worksheet 

______________________________________________________________________________________________________________________ 
Purpose: The purpose of this worksheet is to 1) help you conceptualize a new program or expand an existing one, 2) assist in the development of 
mission-aligned programs, and 3) serve as a tool for vetting funding opportunities. 
 

Instructions: Included in this worksheet are 10 sections. Each section has a set of questions for you to answer. Be as detailed as possible. The 
information you provide will help you 1) frame the design, implementation, and evaluation of the program, 2) ensure the program fits within 
your nonprofit’s scope, and 3) help streamline the grant research and writing process. 
 

I. Audience. Who is the program for?  Notes: 

race:    employment: 
gender:    income: 
age range:   other: 
education level: 

  

 
 

II. Problem Statement. What is the problem?  

1. What problem or unmet need will your program address?  
 
2. Why is this a problem? 
 

 

 
 

III. Mission. What is the relationship of the problem to the mission?  

1. Does addressing the problem align with your nonprofit’s mission 
statement? 
  
2. How does addressing the problem help to advance the mission?  
 
Note: If you have answered no or cannot clearly articulate the 
relationship, stop here. Addressing the identified problem may not be 
a good fit for your organization at this time. Consider if there are 
other underlying reasons (e.g. limited access to resources, 
overcommitting, etc.) to address the problem. If an underlying reason 
exists, take a step back and review current priorities. 
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IV. Justification. Why is the program needed? Notes: 

1. What reliable quantitative and qualitative data sources do you 
have to support the program? Consider data sources that have been 
produced by your nonprofit and/or other credible entity. Use data 
sources that have been published or recorded within the five years. 
 
2. What will happen to the clients/consumers/participants and the 
community if the program is not implemented? 
 

 

 
 

V. Approach. What is your plan to address the problem? Notes: 

1. How will your program address the problem? 
 
2. What evidence-based strategies are included in your program 
design? Cite sources. 
 
3. How will you ensure program participation? 
 
4. Who will be responsible for implementing and managing the 
program? For each position, list staff names, position titles, whether 
it is a full or part-time position, and primary responsibilities. 
 
5. Where will the program take place? Describe the community and 
the program’s physical location. 
 
6. How often will the program operate (e.g. weekly, monthly, etc.)? 
 
7. Are there similar programs in the community that address the 
same audience and identified need? If so, cite the name(s) of the 
organization(s) and the program(s). 
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8. If you are planning to implement a similar program, why? What 
added value does your program bring to the clients/consumers/ 
participants and the community? Is there an opportunity to partner 
with the organization(s) you have listed in Question 3? If so, describe 
the partnership. 

 
 

VI. Results. What gains are expected from the program?  

1. What benefits can the clients/consumers/ participants and the 
community expect from your program? 
 
2. What desired outcomes/results are you anticipating? List at least 
one measureable outcome for each benefit and the timeframe the 
outcome will be achieved. 
 
3. How will you measure success? List the assessment tools that will 
be used to measure success and the frequency each tool will be used. 
 
4. What determines success? 
 
5. What will you do if program data suggests a problem with an 
activity or implementation of the activity? 
 
6. How will you continuously improve the program? 
 
7. Who will measure program outcomes? What are their credentials? 
 
8. How will you communicate program progress to the 
clients/consumers/ participants, members of the community, funder 
and other stakeholders. 
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VII. Organizational History and Capacity. What qualifies your 
nonprofit to administer the program?  

 

1. What ties do your nonprofit have to the community? 
 
2. What is the community’s perception of your nonprofit? 
 
3. What programs do your nonprofit currently offer that will 
complement or support the proposed program? How do these 
programs complement or support the proposed program? What 
feedback has been solicited from the clients/consumers/participants 
and staff from these programs? Provide examples. 
 
4. Describe how the qualifications of key staff (e.g. education, 
certifications, skill-sets, experiences, etc.) will support successful 
implementation of the proposed program. 
 
5. What relatable professional development opportunities will be 
afforded to program staff? 
 

 

 
 

VIII. Support and Staffing. Who are the internal and external 
supporters of your program? 

 

1. Have you received full support from your nonprofit’s leadership 
and members of the board of directors to move forward with the 
planning and implementation of this program? 
 
2. Who are the program’s external supporters and champions? List 
their names and organizations. 
 
3. How will the clients/consumers/participants be included in the 
planning, implementation, and evaluation of the program? 
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4. Is an advisory board or coalition necessary to provide guidance and 
support of the program? If so, who will comprise this group? 

 

 
 

IX. Sustainability. How will the program be supported financially 
beyond the initial funding? 

 

1. Will the program require ongoing financial support? If so, what 
other support is being considered?  
 
2. Are there components of the program that can be supported 
without grant funding? If so, what are they? 
 
3. Are there components of the program that can be offered as a fee 
for service (i.e. generate income)? If so, what are they? 
 

 

 
 

X. Program Budget. What are the associated costs for planning, 
implementing, and evaluating the program? 

 

1. How much will it cost to operate the program? Include personnel 
costs (e.g. salary, fringe, and benefits) and non-personnel expenses 
(e.g. supplies, equipment, training, marketing and promotion, travel, 
printing, telephone, postage, and occupancy/rent). 
 
2. Are their internal and/or external contributions or donations that 
can support the program (e.g. in-kind staff time, donated media time, 
etc.) 
 

 

 


