American International Health Alliance, Inc.
Guidelines for Completing the Annual Implementation Plan Template

The Annual Implementation Plan is a collaborative planning tool that serves as a guide for developing and monitoring specific action steps required to achieve the stated goal and objectives of a partnership. It is the primary document used by AIHA and USAID to assess progress toward overall partnership workplan objectives, to review measure results on an annual basis.  The Implementation Plan must represent a joint effort among partners, be endorsed by all team members, and reflect the use of resources consistent with the partnership budget and projected in-kind contributions for the designated fiscal year.
The Implementation Plan should be sent via e-mail to the relevant AIHA Program Officer by [month, day, year]. A hard copy of the signature page should be sent by regular mail. This will provide sufficient time for partners and AIHA to discuss any issues and revise plans if necessary prior to submitting a final Implementation Plan to USAID for their concurrence.  

The Annual Implementation Plan is comprised of five sections.  Detailed information and guidelines for completing each section follows.

	Section 1.  Partnership Information

	Partnership:
	Type in the name of your partnership (e.g., Kiev/Philadelphia).

	Implementation Period:
	Indicate the one-year period (e.g., October 1, 2004 – September 30, 2005) covered by the implementation plan.

	Date of Submission:
	Indicate the date on which the plan is being submitted to AIHA [Month Day, Year]. 

	Signatures:
	The plan should be signed and dated by the US Partnership Coordinator on behalf of the partnership and a hard copy of the signature page mailed to the relevant AIHA Program Officer.  The AIHA Program Officer will sign and date the plan upon approval, inform partners of the approval via e-mail, and mail a hard copy of the signature page back to the US Partnership Coordinator.


	Section 2.  Detailed Implementation Plan – Planned Activities, Timeframes and Responsible Entities

	Overall Goal of Partnership:
	Type in the partnership’s goal as stated in the Overall Partnership Workplan. 

	Partnership Objectives:
	Insert each objective as listed in the Overall Partnership Workplan, and complete the activity list under each objective.

	Activities:


	Under each objective, specific activities planned for the year that will help accomplish the objective should be listed, organized according to the broad activity areas stated in the overall workplan.  For example, “develop a training module on patient counseling” and “conduct 2-day training workshop for nurses” could be specific activities under the broad area of “Training nurses.”

	Timeframe for Activities:

Responsible Entity:
Expected Outputs:


	Other types of specific activities to include are:

· exchange trips
· efforts related to collaboration, sustainability, dissemination, and communication should also be included as activities.
Program activities listed should be as specific as possible and present well-defined events with easily describable beginning and end points. 
Partnerships will be required to provide a detailed summary of collaboration/coordination activities; sustainability approaches; and communication efforts in the Quarterly Reports submitted to AIHA.

Indicate the timeframe for implementation of each activity, i.e. expected start and end dates (e.g., October – December 2004).
Responsible entity is an individual or organization responsible for implementing specific activities. 

List outputs that are the direct results of specific activities. These are tangible products (e.g., number of classes taught, medical professionals trained, counseling sessions conducted, educational materials distributed, patients served, etc.) necessary to eventually achieving stated objectives. 

	Section 3.   Summary of Exchange Trips

	
	List all planned exchange trips for the year, as indicated in Section 2 under Activities.   For each trip, identify the originating city and destination (e.g., New York to Moscow); specific trip objectives (what is to be achieved during the trip); number of travelers; and relationship to one or more objectives included in the overall workplan. 

	Section 4.   Planned Purchases of Equipment, Supplies & Educational Materials

	
	List proposed purchases of all equipment, supplies (re-supplies), and educational and dissemination materials.  Indicate quantity, anticipated cost, and a justification.  In cases of major pieces of equipment, describe how parts will be obtained and maintenance sustained.   Please refer to AIHA’s Equipment Purchase and Shipping Protocol for approval and procurement procedures.  

	
	Approval of the workplan does not constitute approval of items listed here.   Also note that all items above $5,000 require separate approval by USAID.

	Section 5.   Anticipated In-Kind Contributions

	
	Provide estimates of the in-kind donations expected to be contributed during the year (professional time, equipment/supplies, educational materials, pharmaceuticals, other goods and services) to help meet workplan objectives.

Partnerships will be required to provide a detailed list and actual dollar value of all in-kind contributions in their Quarterly Reports to AIHA.  
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