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	Components
	Steps
	Resources
	Project Manager
	Completion Date

	Identify Need
	Conduct research to determine retiree needs and challenges
	Research retiree challenges, benefits, and potential program services
	Retiree Research Template
	Program Manager
	MM/DD/YYYY

	Develop Program Goals and Objectives
	Establish clear program goals and objectives based on research findings
	Develop program mission statement and SMART goals
	Research findings, program team, stakeholder input, Research Findings Template, Sample Mission Statement and Smart Goals 
	Program Manager, Stakeholders
	MM/DD/YYYY

	Create Program Budget
	Develop a budget that reflects the expected costs and revenue streams for the program
	Identify program expenses and potential funding sources
	Budget template, Funding Source Ideas
	Program Manager, Financial Team
	MM/DD/YYYY

	Establish Program Infrastructure
	Establish a structure and policies to guide program development and implementation
	Develop program policies and procedures
	Policy and procedure templates, legal and HR input
[image: Image]
	Program Manager, Legal and HR Teams
	MM/DD/YYYY

	Recruit Program Staff and Volunteers
	Identify and recruit staff and volunteers with appropriate skills and experience to implement program services
	Develop job descriptions, conduct interviews, and select staff and volunteers
	Job description templates, Sample Job Description, interview guides, Retiree Coordinator Interview Guide
	Program Manager, HR Team
	MM/DD/YYYY

	Develop Program Services
	Develop and implement program services that address retiree needs and challenges
	Identify appropriate program services and design service delivery models
	Research reports, stakeholder input
	Program Manager, Program Team
	MM/DD/YYYY

	Implement Program
	Launch and implement the program
	Finalize program policies and procedures, and launch program services
	Policies and procedures, training materials, Training material suggestions 
	Program Manager, Program Team
	MM/DD/YYYY

	Monitor and Evaluate Program
	Monitor program performance and evaluate outcomes to determine effectiveness
	Establish program evaluation criteria and regularly monitor program outcomes
	Sample Evaluation Criteria, Data Collection Tools
	Program Manager, Program Team
	MM/DD/YYYY
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