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Checklist per la Definizione dell’Organizzazione

Background

Lo scopo di questo documento è definire una organizzazione, che potrebbe essere un’azienda, una divisione, un reparto, un gruppo o un team di lavoro. Questa checklist ti aiuta a pensare al tipo di organizzazione esistente e a creare consenso sulla sua natura. Questa definizione logica ha valore anche per un’organizzazione esistente, perché consente di comprendere il significato e di convalidare cosa fa e cosa dovrebbe fare.

Il valore delle definizione di una organizzazione logica ha due aspetti.

1. Si fa chiarezza e si crea consenso su cosa stai facendo e perchè. Questa definizione dovrebbe mostrare il valore che tu fornisci al business e perchè la tua organizzazione esiste. Queste informazioni  vengono comunicate alle entità esterne ed al proprio staff. 
2. L’organizzazione fornisce uno schema per orientare il processo decisionale nel futuro. Per esempio, non vuoi avviare progetti che non contribuiscono a raggiungere tuoi goal ed obiettivi. Le decisioni principali possono essere valutate in base a se quei progetti rientrano nella tua strategia. Il modo in cui tratti con le persone può essere valutato rispetto ai principi della tua organizzazione. 

Non tutte queste informazioni sono necessarie per tutte le organizzazioni. 
Rivedi le definizioni e vedi quali sono più appropriate per te. Le definizioni sono organizzate dal livello più alto a quello più basso. A volte bisogna partire dal livello più alto e scendere di un livello per volta. Altre volte, tu puoi saltare da un livello ad un altro nei due sensi. Per esempio, forse è già chiara l’aspettativa del cliente su prodotti e servizi. Questi potrebbero essere definiti per primi, poi si passa agli obiettivi, ai goal, etc.

E’ molto utile se esistono altre definizioni simili da alter parti dell’organizzazione. Per esempio, se deve essere definito un nuovo reparto nell’ambito di una divisione, è  di molto aiuto sapere la missione, la visione ed i goal di quella divisione. Se ci sono già, possono essere utilizzati come input per la definizione del reparto. Missione, visione, goal, obiettivi, etc, dovrebbero essere allineati con definizioni simili alle entità più alte nell’organizzazione.

Queste informazioni vengono utilizzate per definire una organizzazione logica. Una volt anche queste informazioni sono in piedi, bisogna iniziare a reclutare le risorse per coprire I vai ruoli e responsabilità. A questo punto, stai realizzando l’organizzazione fisica.
	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.
	


3
Copyright© 2000-2008 TenStep, Inc. All Rights Reserved

[image: image1.png]_1267428982.bin

