Hello Team <NAME>,
 
Starting <DATE>, we will begin tracking and reporting on our strategic plan using Envisio. Over the next few weeks our (DEPARTMENT DIRECTORS) will be completing the necessary action planning work to finalize the plan. 
 
What does this mean for you?
On an ongoing basis you must ensure that your action items are current and that 100% of your and / or your team's action updates are provided (MONTHLY/QUARTERLY). 
 
How do I make an update? 
In the coming weeks you will receive an invite to set up your user name and password within Envisio. We will be scheduling a mandatory user training session. The following three things are required when providing an update:
1. Status
· Green (on track) means the action is progressing as anticipated and you expect this action to be completed on or before the completion date
· Yellow (some disruption) means that this action is experiencing a minor setback and may not be completed within the proposed time
· Red (major disruption) means that this action has experienced a major setback and will definitely not be completed within the proposed time
2. Progress: Slide the Percent Complete slider to the current completion percentage.
3. Narrative: Provide a brief 2-3 sentences describing the status of your action, noting recent accomplishments, challenges, and next steps you intend to take.
EX: Adding our new overview video to the website has experienced a minor setback because the vendor has missed the deadline for completion of the video. The vendor expects to complete the video next week and our team will have it on the website by end of month.
 
How often are updates required?
Our first action updates will be submitted at the end of (MONTH) and at the end of each successive quarter. Emails from Envisio will prompt you to provide your updates in the system. 

What are the benefits of doing this?
· Execution: Using Envisio to execute and track our  strategic plan gives us the ability to be much more effective this year in achieving our strategic goals.  
· Team Alignment: Envisio is all about bringing teams together to work on shared goals, strategies and actions. Success within our organization will require us to better collaborate and communicate across departments. Using Envisio will make this easier.
· Transparency: This is an incremental step towards being more transparent across the organization. We will have quarterly progress reports sent to all staff so everyone can see how we are doing in real time. 
Let me know if you have any questions. 
Thank you, 

(EXEC SPONSOR SIGNATURE)
