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Operation and Sustainability Plan Template for 

the InnovaT Offices 
 

An operation and sustainability plan serves several purposes. It will help to set how the offices will work 

and be sustained during and after the project lifetime. It can also attract different stakeholders to work 

with you, to know about what you are doing in your office and what services can be expected. It also can 

persuade partners or key employees to join your office and most importantly, it serves as a roadmap 

guiding the launch and growth of your InnovaT office.  

Writing the operation and sustainability plan is an opportunity to carefully think through every step of 

starting your InnovaT office so you can prepare for your success. This is your chance to discover any 

weaknesses in your idea, identify opportunities you may not have considered, and plan how you will deal 

with challenges that are likely to arise. A good operation and sustainability plan should be clear and 

concise. A person outside of your university should be able to understand it. Avoid overusing academic 

terminology.  

 

This template includes instructions for each section of the plan that can be deleted after you wrote the 

chapter. 
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Operation and Sustainability Plan 
[Insert Date & the Name of your University – if you have a logo or any visual design for your InnovaT 

office, please add it here] 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

InnovaT Office 

Street address 1  

City, state, ZIP  

Business phone 

Website URL 

Email address/contact details 
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1. EXECUTIVE SUMMARY 

The Executive Summary is the most important part of your operation and sustainability plan. Often, it is 

the only part that an interested person might read before deciding whether or not to have a look at the 

rest of your plan. It should convey your enthusiasm for your InnovaT office idea and get readers excited 

about it, too.  

Write your Executive Summary LAST, after you have completed the rest of the plan. That way, you will 

have thought through all the elements of your office and be prepared to summarize them.  

 

The Executive Summary should briefly explain each point below.  

 

• An overview of your InnovaT Office approach/focus (one or two sentences).  

• Your proposed target groups. For whom in the academic community are you going to solve 

problems? Do you focus on special departments/faculties/group of academics (professors, 

teaching staff, students, administrative staff, etc.) 

• The strategies to know the market. How will you identify the requirements of the market? Which 

tools will you apply? 

• A description of your services in terms of foci of (counselling) services. What problems are you 

solving for your target groups? What additional value will you create? 

• Your goals for the InnovaT Office. What are your expectations in regards to the office in one 

year, three years, five years?  

• Your InnovaT office team and their prior experience. What do they bring to the table that will 

give support the idea of an InnovaT office?  

• Financial outlook for the business. How will you finance the InnovaT office now and after the end 

of the project? 

 

Limit your Executive Summary to one page in total.  

 

After you have completed your plan, come back to this section to write your executive summary. 
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2. INNOVAT OFFICE DESCRIPTION 

This section explains the basic elements of your InnovaT Office. Include each of the below: 

 

2.1. INNOVAT OFFICE MISSION STATEMENT 

A mission statement is a brief explanation of your InnovaT Office reason for being. It can be as short as a 

marketing tagline (“MoreDough is an app that helps consumers manage their personal finances in a fun, 

convenient way”) or more involved: (“Doggie Tales is a dog daycare and grooming salon specializing in 

convenient services for urban pet lovers. Our mission is to provide service, safety and a family atmosphere, 

enabling busy dog owners to spend less time taking care of their dog’s basic needs and more time having 

fun with their pet.”) In general, it’s best to keep your mission statement to one or two sentences.  

  

2.2. INNOVAT OFFICE VISION 

What values does your InovaT Office live by? Continuous development, innovation, curiosity, honesty, 

integrity and community are values that might be important to your philosophy.  

Vision refers to the long-term outlook for your InnovaT Office. What do you ultimately want it to become?  

 

2.3. INNOVAT OFFICE GOALS 

Specify your long- and short-term goals as well as any milestones or benchmarks you will use to measure 

your progress.  
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3. SERVICES 

This section expands on the basic information about your set of services offered at InnovaT Office. Write 

about the general service idea but also about the different services you offer to the different target 

groups. Describe all of your services, being sure to focus on the target group’s point of view.  

 

Here are some points to be considered:  

1. Your InnovaT Office services: What do you offer in terms of production, counselling services 

and support by trained staff in innovative teaching methods digital material development 

and production.  

2. The problem the service solves for the target group: Every office needs to solve a problem 

that its customers face. Explain what the problem is and how your service solves it. What are 

its benefits and the additional value? What innovations can it bring to the organization? 

3. Any proprietary features that help you solve your customers’ problems. E.g. this could be 

technical equipment but also expertise and special competences of the employees working in 

the office. 

 

 

After reading the services section, the reader should have a clear understanding of what your InnovaT 

Office does, what problem it solves for the target groups and how this shall be done. Try using visuals, 

examples, thus people immediately relate to it. 

 

  



 

 

8 

 
Innovat – Project No. 598758-EPP-1-2018-1-AT-EPPKA2-CBHE-JP 

 

4. OPERATIONAL PLAN 

This section explains the daily operation of your InnovaT Office, including its location, equipment, 

personnel and processes.  

 

4.1. PRODUCTION 

How will you deliver your service? Please think about standard procedures. Use graphics, process visuals 

and/or timelines if applicable. 

 

4.2. QUALITY ASSURANCE 

How will you maintain consistency? How will you ensure that the competences of the office staff are 

always kept up to date? How do you plan to monitor the pedagogical-didactic field, as a means of 

knowing new ways of teaching and diagnosing the main problems of the academic community? Describe 

the quality assurance procedures you will use.  

 

4.3. LOCATION  

Where is your InnovaT Office located? In this section, give details such as: 

• The size of your location 

• The type of building  

• Accessibility for target group, employees, suppliers and transportation if necessary  

• Equipment of the Innovat Office 

 

4.4. PERSONNEL 

What type of personnel will your InnovaT Office need? Each partner university needs to appoint minimum 

1 academic staff, 1 technical staff and 1 student (trained in the E-learning/interested in the topic) who are 

going to provide necessary counselling services and technical support in the InnovaT offices. Explain 

details such as:  

• What types of employees? Are there any licensing or educational requirements? 

• How many employees will you need? 

• What is the pay structure (hourly, salaried, base plus commission, etc.)? 

• What type of training is needed and how will you train employees?  

 



 

 

9 

 
Innovat – Project No. 598758-EPP-1-2018-1-AT-EPPKA2-CBHE-JP 

 

 

 

 

1. Job descriptions 

Include here the essential job requirements, job duties, job responsibilities, and skills required to perform 

the specific roles for the different positions in the office. 

 

 

 

If you already appointed the key personnel, please give some more details. 

 

2. Biographies 

Here, if possible, summarize your experience and those of your key employees in a few paragraphs per 

person. Focus on the scope of experience and skills that have prepared your team to succeed in this 

office. Try to be as much detailed and at the same time to the point, link to videos, references so that the 

people /team can become “alive” to those who read it. 

 

 

 

 

 

 

 

 

Name (Person 1) 

Short Bio (Person 1) 

 

Name (Person 2) 

Short Bio (Person 2) 

 

Name (Person 3) 

Short Bio (Person 3) 
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3. Organization Chart  

Develop and include an organization chart. After reading the Operational Plan section, the reader should 

understand how your InnovaT office will operate on a day-to-day basis.  

TITLE 

 

TITLE 

TITLE 

 

TITLE 

 

TITLE 

 

TITLE 

 

TITLE 

 

TITLE 

 

TITLE 

 

TITLE 

 

TITLE 
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5. MARKETING AND BRANDING 

This section provides details on your planned marketing and branding activities, how the InnovaT Office 

gets recognition and how you will invite the target groups to use your services.  

How will the stakeholders find out about the office? How are they addressed? What measures do you 

want to take to promote the offered service? How can you make a memorable impression on the 

stakeholders? 

• Think about your immediate goals/next steps. 

• Think about your long-term goals/steps. 

 

Marketing and branding may include:  

• Use of logo 

• Business website 

• Social media marketing 

• Email marketing 

• Mobile marketing 

• Search engine optimization 

• Content marketing 

• Print marketing materials (brochures, flyers, business cards) 

• Public relations 

• Networking 

• Word-of-mouth 

• Referrals 

• Customer service 
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6. SUSTAINABILITY PLAN 

How do you ensure (financial) sustainability of your InnovaT office during the implementation and after 

the end of the project? Please give a short outline (10 – 15 sentences). 

 

 

 

 

 

 

 

 

 

 

Now That You are (Almost) Finished . . . 

 

Remember to go back, and complete the Executive Summary.  


