
Fundamentals Course Homework 

Final Project 

Throughout this course, we’ve talked about the different elements that are essential to develop a 

Business Retention and Expansion Visitation Course.  For your final project, develop a concise narrative 

or outline that describes your plan of work for implementing this type of program in your organization.  

Be sure to provide some insight regarding the way that the elements that we’ve discussed throughout 

the course will be included in the program. 

This outline is not meant to be definitive nor comprehensive, but it is meant to be an aid for you in 

developing the initial logic of the program.  Please try to have this exercise completed and submitted by 

the end of business on October 11, 2016. 

 

Response #1 

I think we will take many of the resources given and come up with a solid plan with questions and 

answers plus the way to even ask questions and who to go to 1st. I think the resources are very 

important for a very successful program to help the area. There is still a little more research that should 

happen for my group in the next week, but I am sure we will come up with just the right plan to start 

where it has value.  This is a very exciting project and vey look forward to find out the results so we can 

improve where needed. It will also be important to pull on the resources needed once the project is 

completed.  I think it’s also something that needs to be on-going.  

 

Response #2 

Plan of Work for Implementing a Statewide BRE Program  

Step 1: 

Assess the current State and potential needs.  Also should assess any current BRE programs in particular 

regions, profiling communities. 

Step 2: 

Look at key players in Economic Development and speak with Local Leaders about needs and gauge 

interest. Determine which ED partners will accompany your team on BRE visit.  

Step 3: 

Decide what your BRE team will look like, and weather each person will focus on a particular industry, or 

on a particular region of the state.   

Step 4: 

Decide how many firms will be targeted each year, what metrics will be used, and what the target 

industry focus will be. 



Step 5: 

Hold training for BRE team, including mock visits 

Step 6: 

Develop list of top companies that will be visited 

Step 7: 

Make calls, contact to begin “Pounding the Pavement” and visiting with companies.   

Step 8: 

Import date collected into CRM system 

Step 9: 

Discuss best practices/lessons learned from visits with Team 

Step 10: 

Export data from CRM and develop internal and external reports to send to internal staff, businesses 

visited, and regional partners.  

 

Response #3 

In implementing a continuous Business Retention & Expansion program for my service area, I 

am primarily focusing on how to keep the program as broad and inclusive as possible. As a regional 

economic developer, any BR&E must cover a large service area. The Lone Star College (LSC) service area 

I serve is over 3,000 square miles with more than 2 million people. The North Houston EDC is small, but 

it has remarkable allies to partner with and serve. To be able to provide BR&E for the region, the 

program needs to focus on facilitating and incentivizing BR&E in individual communities located in the 

center’s service area.  

 

In fact, the North Houston EDC’s BR&E program is already underway. In October 2017, I 

presented the components of the center’s Regional BR&E Program to the North Houston Economic 

Development Alliance (NHEDA), an alliance of chambers and economic development organizations 

within the center’s service area. The overview of this program is attached for reference. The allies may 

participate as much as they would like. The first step of the program provided scholarships for training 

to become certified BR&E coordinators through this Fundamentals Course. Six communities from the 

LSC service area received scholarships and participated in the course. Now equipped with the 

knowledge and certification to implement successful BR&E programs, the region is ready to start putting 

those programs into action.  

 

I have taken the original components of my center’s Regional BR&E Program and improved and 

augmented them with what I have learned from this course. In particular, I have fleshed out the aspects 



of the center’s own firm visits. The Regional BR&E Program I will oversee now has the following 

components: 

 

1. Training 

a. Business Retention & Expansion International 

b. Scholarships provided to community allies  

i. Six allies received scholarships  

c. Provide basis of knowledge  

d. Provide certification  

2. Workshops 

a. Partnered with Texas Governor’s Office of Economic Development & Tourism  

b. Governor’s Office will provide workshops in LSC service area to educate community 

allies’ boards and partners on the merits of BR&E 

c. Workshops include: 

i. Launch Your BRE Program 

ii. BR&E Best Practices Roundtable 

iii. Economic Development 101 

d. Workshops are already being organized for the Houston Northwest Chamber and the 

Spring Klein Chamber 

3. Planning  

a. North Houston EDC will conduct site visits in service area that is not covered by a 

participating ally  

i. Determine which parts of the service area region  

1. Likely Cy-Fair and Greenspoint  

b. Research service area demographics for understanding of those areas 

c. Reach out to service area partners (i.e. Cy-Fair Houston Chamber and North Houston 

District) for recommendations   

d. Focus on particular industries 

i. Determine whether to focus on large industry firms or small businesses (retail) 

affected by Hurricane Harvey  

e. Decide number of annual firm visits  

i. What is feasible for the size of the center? 

ii. How many firm visits might it take to build social capital and mutual trust?  

f. Receive support from service area partners  

i. Letters of recommendation for firm visits 

g. Reach out to allies participating (individually) with the Regional BR&E program to learn 

about their program’s plans and share ideas 

h. In coordination with Synchronist (below), determine the list of survey questions 

focusing on brevity and building trust  

4. Software 

a. Synchronist is being offered to community allies  

i. Allies will need to provide a list of annual goals for their use of the software 

ii. After a year, the allies will provide an update on their progress  

iii. The center will also set its own goals for the software use 



5. Firm Visits 

a. With the information gathered in the planning phase of the program, firm visits will 

commence  

b. Consistent follow-up and repeated visits to gain trust and build relationships will occur 

c. All businesses visited will be invited to quarterly NHEDA meetings and will receive 

information on services available through the North Houston EDC 

d. All firm visits’ survey results will be meticulously recorded 

e. Work study student interns from LSC-University Park will help record survey results for 

the North Houston EDC and any community allies that would like the support 

6. Evaluation  

a. The Regional BR&E Program will be evaluated annually for its progress and effectiveness 

b. Meeting(s) will take place with all participating community allies to learn how the 

program succeeded, failed, and what can be improved 

7. Report  

a. An annual report featuring the Regional BR&E Program will be produced that provides 

information on: 

i. North Houston EDC overview  

ii. Regional demographics  

iii. Industry snapshot 

iv. Transportation 

v. Cost of living  

vi. Quality of life 

vii. BR&E overview 

viii. Program goals  

ix. Aggregate overview of firm visits  

x. Evaluation of program’s efforts  

xi. Future plans  

xii. Contact information  

b. The annual report will be in PDF and presentation format  

i. It will be designed with assistance from the LSC Marketing department to make 

the report visually-pleasing and streamlined  

c. The report will be distributed to NHEDA and other community partners and 

stakeholders, as well as businesses 

d. The presentation will be provided at the NHEDA quarterly meeting as well as community 

leaders such as elected officials, the Chancellor of LSC, and more  

8. Planning for Next Year  

a. Utilizing the annual evaluation and input from community allies, the program will be 

revised and improved for the following year 

 

The Regional BR&E Program that commenced in October has become more robust and better-

planned as a result of this Fundamentals Course. I anticipate relying on the resources now available to 

me through BREI to ensure the longevity and success of BR&E in the LSC service area. I see the BR&E 

program that I am implementing as malleable to keep it as efficient and open to improvement. The main 

challenge for this BR&E program is the size of the service area, but hopefully the focus on facilitation 



and incentives for individual communities to enact BR&E programs will overcome this difficulty. I look 

forward to seeing this BR&E program hopefully benefit the north Houston region this year and for years 

to come.  

 

Response #4 

I. Site Visits 

a. Develop Survey Form to use at visits 

b. Be sure to follow up within a week 

c. Track visits/assists 

d. Assist with Incentive Application Process 

e. Process Incentive Payments annually 

 

II. Workforce 

a. Annual Job Fair with scholarship drawing for local college 

b. Workforce Committee to address issues 

c. Assist with filling openings by posting jobs on social media 

d. When resumes of qualified applicants come in to the office  

send to companies that are currently hiring. 

e. Conduct Annual Wage Survey for area companies 

f. Work with area Workforce Solutions and Staffing agencies 

g. Partner with the Chamber & TEEX to offer free training classes on a variety of subjects 

 

III. Appreciation 

a. Annual Appreciation Luncheon 

b. Deliver donuts/cookies with thank you note 

c. Deliver free tickets to area festivals  

d. Share good news regarding area companies on social media 

 

 

IV. Networking 

a. Organize a minimum of (2) After Hours events annually 

b. Organize a Breakfast/Tour at a minimum of (2) area companies annually to highlight the 

company to community leaders 

  

V. Services 

a. Host Free CPR Training 

b. Host Free Hospitality Training 

c. Annual Tour of the Port of Houston 

d. E-blast to update on road projects, community news, etc. 



Response #5 

Define BRE Program and objectives (strategic plan for long-range business retention), engage BRE 

Leadership Executive responsible for implementing program. 

Management Team – Lead by BRE Executive responsible for management and administrative staff, 

funding, strategic goals, plan of work and BRE Survey. 

Operations Team – account executives whose goal is to visit companies, establish relationships, gather 

information, provide solutions, send referrals to Action Team and monitor progress. 

Action Team – responds to referrals from the Account Executive and provides services to support the 

needs of the businesses.  Providing updates to Account Executives as to progress of referral. 

Services – offered by members of the Action Team to assist existing businesses with issues or expansion 

plans such as funding sources, training/education, business planning, utilities, workforce development, 

local and state agencies. 

Follow-up – made by Account Executive to check status of services provided by Action Team and 

determine if more referrals are necessary.  

Response Team – high level decision makers from the community who respond to critical issues when 

red-flags arise. 

Data Analysis – information gathered throughout the visitation process and collected on the surveys 

should be entered into databases/spreadsheets.  The findings can be analyzed and sorted and used in 

written reports or PowerPoint Presentations.  The presentations can be used to provide updates to the 

stakeholders/business community.  

Marketing and Communication – responsible for creating marketing collateral used to gather support for 

BRE Program (including presentations made to stakeholders) other reports and testimonials from 

participating businesses. 

 

Response #6 

 At LED we already have a program in place and our Business Expansion and Retention Group “BERG”, is 
a pretty well-oiled machine. Having only been with LED a little less than a year this course has helped to 
fill in a few unknowns for me.  
 
We have the State divided up into regions and each of us has a defined region that we are responsible 
for. The economic driver companies have already been identified and are in a CRM program that we use 
to keep track of visits, calls and even our survey questions. Upon returning from visits we log what we 
learned into the system. The data is further disseminated from that point forward.  
 
We work closely with our regional economic developers and most meetings include a team member 
from BERG and the REDO or even Parish EDO if they have one. Everyone has their part and it becomes 
even more critical for everyone to work closely when we encounter an opportunity to work a project 
with one of our ED companies.  



 

If I were starting from scratch and working to build a program, I might lean toward following a program 

similar to the one that was put together by the Halifax Partnership. I read through it on the front end 

and had questions. All of the components in this program make much more sense to me now after we 

have completed the course. This program is very complete. 

 

Response #7 

Although Louisiana Economic Development has a robust BRE program in place, if I were to set up a new 

program for another group (local government, EDO, etc.), I would do so using the following outline of 

steps: 

I. Establish BRE stakeholders team/task force  

A. Educate leaders on purpose of BRE programs 

B. Creates pool of volunteers if using volunteer visitor model 

C. Provides strength in community buy-in 

II. Establish a Strategic Plan 

A. Conduct a community SWOT analysis 

1. Identify assets, reasons for industry clusters 

2. Identify hindrances to growth, lack of industry diversity 

3. Access available demographic/economic reports (EMSI, ESRI) 

4. Assess key economic conditions/general business climate 
a. Workforce 
b. Infrastructure 
c. Education 
d. Available sites & buildings 
e. Business friendliness (taxes, permitting, regulations, etc) 
f. Utility rates 
g. Quality of life 

5. Assess external factors affecting business 
a. Economic environment (macro)/trends 
b. Age and growth potential of existing industry base  
c. Competition 
d. Legislative/regulatory changes 
e. Advancing technology 



B. Develop an action plan 

1. Set realistic goals and objectives, leveraging strengths while mitigating 
weaknesses 

2. Identify roles/responsibilities as related to goals & objectives 

3. Identify & allocate resources 

4. Set timeline for implementation 

5. Establish budget 

III. Determine method/model to be used 

A. Volunteer visitor 

B. Dedicated EDO staff  

C. In-person 

D. Survey 

E. Software support (Synchronist, Salesforce, other CRM) 

IV. Select targeted industries/companies 

A. Establish criteria (employment, sales, industry, geographic region) 

B. Identify sources (Chamber, trade associations, licensing/permitting records, other 
lists/directories) 

V. Determine information to be gathered 

A. Questions to be asked and reasons/purpose/use for each 

1. Company history/ownership/corporate structure 

2. Employment/workforce 

3. Life cycle of business (new, established, mature) 

4. Competition 

5. Supply chain 

6. Primary customers (proximity, exports, major contracts) 

7. Business outlook 

8. Industry challenges 

9. Barriers to growth 

10. Community satisfaction (business or political climate/education/quality of life) 

B. Format (survey/questionnaire) 

C. Address confidentiality of information 

D. How will information be used 

1. Identify red flags/early warning system 

2. Non-identifying aggregate of information for assessment 

3. Builds database 

4. Identifies trends/common issues 

5. Disaster response/recovery 

6. Lead development (expansion projects, supply chain opportunities) 
 



VI. Follow up 

1. Send thank you letter and brief re-cap 

2. Prioritize and address identified issues through resolution 

3. Connect to resources 

4. Establish regular communication schedule 

VII. Evaluate program success & areas for improvement 
 

Response #8 

BRE Program Outline for Houston Northwest Chamber of Commerce and Northwest Harris County 

As the project coordinator, I envision our BRE process to be hybrid of a volunteer visitor and segregated.  

Step 1. Create a Management & Operations team. 

 I will be using my existing Economic Development Advisory Committee to serve in this capacity. This 

group is reasonably diverse in that they all represent different aspects of the community, but have a 

strong interest in economic development.  Their primary function will be to serve in an advisory role to 

me and my operations team on such items as business selection, questionnaire review, strategic 

planning and community outreach & marketing.  I intend for the operations team to consist of myself as 

the project coordinator, a representative from Lone Star College, a representative from the Greater 

Houston Partnership and other neighboring economic development offices, and possibly several 

members from advisory committee.  The Operations Team will primarily be involved in site visits, data 

input, report development and presentations, and it would be my desire they also serve as the Response 

Team.  

Step 2. Community Assessment, Survey Development, and software selection. 

Much of our community assessment is complete because we just completed one as part of our overall 

economic development strategic planning process. Additionally, we regularly monitor our local economy 

and readily have access to data. The community assessment will be key to the types of questions we put 

on the survey and the businesses we chose to visit.  I envision using a “mail ahead” survey process. This 

will ensure we are collecting objective data, while still retaining the ability to have a more 

conversational interview. One of our key objectives is relationship building with our businesses.  Our 

territory is vast, and our economic development initiative is brand new. So, many of our local businesses 

are unaware we exist, and they will in turn appreciate some local attention. A conversational interview 

is going to be important to the relationship building aspect of our BRE program. The plan is to use E-

synchronist for our database through a master subscription from Lone Star College. Excel or 

ChamberMaster will be our back-up plan in the event E-Synchronist does not pan out. 

Step 3. Business Selection and Project Schedule 

Company selection poses an interesting challenge. With over 4,000 identified primary employers in our 

service area, selection of businesses will be tricky. We will want to target those businesses which are too 

small to garner the resources they need to assist themselves, yet are already significant employers in the 

community in both job quantity and average wages, and/or hold the potential to create more jobs in the 

immediate future. With the input of my management team, I as the project coordinator, will develop 



the entire scope of the project, from which businesses to visit and how many, to the timing of visits, 

follow-ups, and yellow and red flag response timing. Additionally, I will be developing the community 

resources for responses, strategic planning development, implementation, and community reports and 

presentations. Anticipating many businesses will not respond or be willing to participate in our program 

at first, surveys will be mailed to a percentage of businesses much greater than we will be intending to 

visit.  Visits will be scheduled based on survey responses and successful engagement from follow-up cold 

calls. 

Step 4. Visitations and Yellow & Red Flag Response Team 

Prior to visitations, review of the returned surveys will be important to decide which areas to focus in 

conversation with the businesses. To get consistent data across visits, we will look for gaps in survey 

answers and/or identify clarification questions.  I am going to approach this element of the BR&E 

program organically. I will initially recruit key contacts from the development, brokerage, governmental, 

educational, and finance community. However, being a new program within a new economic 

development initiative, we will not know what specific issues will arise until we start interacting with the 

businesses on our visitation list. The idea is that when we do get specific issues that warrant attention, 

the key contacts will assist in leading us to those individuals or agencies who can directly respond to a 

specific issue. As issues trends emerge amongst the local businesses, the list can be adjusted to better 

meet those needs.  

Step 5. Survey Analysis & Strategic Plan 

Timely follow-ups with surveyed and interviewed businesses during this period is highly critical.  Once 

Yellow & Red Flag issues have been satisfactorily addressed, we will refocus on the survey. Coding and 

analysis of the surveys will be the next step. Hopefully, through the interpretation of our data, we can 

begin assessing the long-term challenges facing our local business community. I intend to use the 

Operations Team and the Management Team in both the evaluation of survey results and formulation of 

strategic initiatives in a strategic planning process. With full recognition of our organization’s limited 

resources and authority, applying the S.M.A.R.T. goals methodology to our initiatives will be important.  

6. Community Outreach & Strategic Plan Implementation 

With the utilization of the Management Team community outreach with written reports and 

presentations about survey findings, Yellow & Red Flag issues, and the strategic initiatives to key 

community stakeholders, i.e. County government, Municipal Utility Districts, Civic groups, Churches, etc. 

will occur in this timeframe. Implementation of the strategic plan is the most important component to 

this entire exercise and is also the most difficult. This is a long-term effort and will require buy-in from 

the community and local businesses to enact. 

7. Evaluation of Program 

At such time the project has had ample time to be implemented and a reasonable amount of time to 

determine outcomes, a cost/benefit analysis of the program will be performed to determine if both the 

objective (Job retention & creation) and subjective (community appreciation) goals have been met to 

justify the program’s ongoing time and expense.  Additionally, evaluation of the program process will 

take place to make improvements to the program. 

8. Repeat 



If it is determined a BRE program is viable mechanism to economic growth in our community, then we 

can repeat the process, with the intent that we are open to changes and adjustments in the process, 

team composition and business selections.  

 

Response #9 

The Western REN’s BRE program is known as BusinessNow and has been in place since 2015. When 

REN’s were developed, the understanding was that BRE was going to be part of core operations. 

Preliminary introductory training of what BRE was all about was rolled out to our existing funding 

partners. The work plan for implementation closely followed the Halifax Partnership’s model which 

includes the following components:  

1. Determining the scope and approach: The BRE program differs based on the resources and needs of 

the community. The first step was to assess the needs of the community and identify target 

clients/sector/industry. This also included research into what data sources were already available 

and how we could access this information. 

2. Outline of needed teams and their roles: In our case they included the Management Team, 

Operations Team, Action Team, and Response Teams to handle red flag crisis scenarios. This was 

also the stage that the BRE Officer was hired and trained. The team members were contacted and 

presented information about the program and their roles and responsibilities. 

3. Design of the actual program:  We used the same survey format that was being used by the Halifax 

Partnership, created an extensive listing of companies, assigned tasks to the team members, 

researched existing data sources that could be used and set metrics. This also includes the 

marketing and promotion (community engagement) of the program and services/benefits offered to 

the business community. This involves many stakeholders such as funding partners (municipal 

units), business resource providers, sector partners etc… 

4. Selecting technology. Again, being part of an already established provincial program, we were able 

to use the Executive Pulse CRM tool.   

5. Conducting business visits. Our BRE officer arranges a business visit that is scheduled with the 

highest level executive for the business. In advance of the visit, any information about the company 

that can be accessed through existing data sources is filled into the survey. The interview is 

conducted as a conversation and not as a listing of survey questions and answers. Once completed 

the interview responses are entered into the CRM and any necessary referrals are made. If a red flag 

item is identified, the Response team is brought into action.  

6. Data analysis. Data entry and analysis is done and reports are generated that outline follow-up 

actions for company common issues as well as sector or regional themes and issues arising from the 

survey. These results are used to help us, along with our task force members, prepare a high level 

strategic planning course of suggested actions.  

7. Monitoring and evaluation. Our Management Team tracks the progress of the program by 

reviewing the measures and benchmarking metrics and ensuring that goals, objectives and project 

outcomes are being achieved. 

 



Response #10 

Prepare and setup the BR&E Visitation Program  

 Assess community readiness 

 Community assessment  

 Build a community profile 

 Form the leadership team, operational team, response team, and action team and define the 

role and goals clearly 

 Create an asset map to define community partners and make a strategy to work collectively 

 Project design and strategy building  

 Staff/ volunteer recruitment and training  

 Get the survey ready  

 Market the Business Retention and Expansion Visitation program 

 Contacting businesses, setup meetings and preliminary research on clients 

 Define the red flag/ yellow flag issues 

 Make strategic plans  

Collect information and Analyze data  

 Conduct business interviews to discuss business operations, identify issues and do the survey 

 Address immediate concerns and opportunities 

 Record information and input data  

 Data analysis 

Develop Goals and Action Plans 

 Host BR&E task force 

 Prepare final report and action plan 

 Make clear short-term and long-term goals  

 Roundtable discussion about the reports results and strategies  

Implement and Monitor  

 Implement action plans 

 Monitor and track progress 

 Follow up with the results  

 

Response #11 

City of Magnolia Business Retention Program 
by Tana Ross PCED 
City of Magnolia Economic Development Coordinator/Planner 

 City – 2,207 population 

 City Limits – 4.5 sq miles 

 City government – Type A General Law City with Mayor/Council Form of Government 



 City Administration Staff – 8 

 Economic Development - City of Magnolia Economic Development Corporation (4A) 

 City of Magnolia Community Development Corporation (4B) 
COM BREI Program: 

I. Develop a list of businesses in the area – include city limits, ETJ, and 5 mile radius 
1. Sources to include: 

i. City water service/solid waste service customers 
ii. Certificate of Occupancy permits 

iii. ESRI information from North Houston Economic Development Center at Lone 
Star College System 

II. Categorize the businesses by sector. The number of sectors should be in direct proportion to the 
number of businesses. This will help to keep the number of targeted businesses to a 
manageable level. 

III. Establish Stakeholder Group/Task Force with City volunteers facilitated by Consultant – 
1. Meet to consult with Stakeholders for advice and buy-in on the particular business 

sector that should be initially targeted. Taskforce members will include City leaders, EDC 
Board members, Chamber representative, representatives from education, the business 
community, and civic groups. Invite press. 

2. Set consultant for one-day training of Task Force for interviews; include a regional 

economic overview by Greater Houston Partnership Senior Economist Dr. Patrick 
Jankowski and instruction for survey results on Smart phone or tablet. 

IV. Consider area trade flows and purchasing patterns (particularly intra-community purchasing 
patterns) for the business sectors. Request this from Rebekah Dudensing in the Department of 
Agricultural Economics at Texas A&M. 

V. Acquire a survey instrument that is fairly concise and sector specific (get NHEDC to review this). 
Test the survey on a panel of the targeted businesses (this could be a committee within task 
force). 

1. Establish Task Force teams of two using Consultants advice in pairing. Set deadline for 
Task Force surveys. Use a short, close-ended question survey, with Survey Monkey to 
help analyze the data. Open-ended questions in this format will be kept to a minimum 
(training above will address this). 

2. Facilitate meeting for Task Force and entire Stakeholder Group to discuss survey results 
and determine goals for Target Sector. Celebrate to-date accomplishments. 

3. Offer Option of Target Sector Brainstorming Session. Bring a representative sample of 
businesses from the targeted sector only together in a type of focus group or 
brainstorming session to discuss and talk about issues. Keep the group to about 20-25 
people. Record recommendations for Report. 

VI. Report 
1. Compile Business Sectors, Survey Results and Recommendations from Target Sector 

Session in a Report – a simple tabulation of results. Send to all involved including 
Stakeholders, Task Force members, Companies surveyed, other City and community 
leaders 

2. Offer reception (celebration and publicity) before a City Council meeting where the 
Report will be submitted for official record along with recommendations and goals, 
including recommended actions to achieve goals. Invite press to reception. 

3. Report to City on actions/goals once a quarter at 4A Economic Development Board of 
Directors quarterly meetings. 



4. Review BREI Report and Goals with Stakeholders in one year for further action or 
recommendations. 

 
This is a specific outline aimed at including: 

1. Where Magnolia stands in relation to regional economic context. 
2. What type of business are operating in our area. 
3. Identifying our City’s strongest economic sectors and analyzing 

conditions to determine which sectors are growing.  
4. Use of the City’s Human Capital and identifying area Human Capital 

through Stakeholder 
5. Finally, it provides data for action 

 

Response #12 

The way I start every project is with a deadline. For me a deadline is critical to make sure the project 
gets completed on time. For a project like this where there is some flexibility in the deadline I make sure 
to give myself plenty of time to complete the project in a well throughout manner. I also know that at 
this point in the planning stages the deadline might need to be adjusted before I truly finish my plan.  
 
The next thing I would do is to recruit some volunteers to help me with the business meetings. As we 
are a small organization I do not have the luxury of having paid staff to send out. I’ll be targeting 
approximately 8 volunteers to see if they could donate 2 hours a month towards this project. That 
should allow us to visit 6-8 businesses each month.  
 
I would begin to research other BREI surveys that other places have used. I’d be looking for surveys that 
come from areas that have a similar demographic and geographic location to what we have here in 
Jersey Village. The community assessment would be a big piece of this to make sure I find surveys that 
would be applicable.  
 
I’d use the volunteers to help weed out some of the questions. These are business and community 
leaders; they would understand what types of questions may not be as applicable. Many of these people 
have been in the community longer than I have, and so they may have some historical information that 
could prompt them to come up with questions I may not think of. Or they could steer me away from 
certain questions.  
 
At this same time, I would begin my outreach and public awareness efforts. I would like to make an 
initial contact with the businesses via email, mail, or phone. I’d also utilize social media and traditional 
media sources to get the word out there that this program is starting.  
 
Another important step in this process is to train the volunteers as to what they might be able to expect 
during the visits. Some of the volunteers might be more naturally inclined to ask some questions. Others 
might be a bit more reserved. So going through some training with each of them will be important.  
 
The next several weeks would be dedicated to visiting the businesses that have been identified. As a 
part of this I would set aside time each day after the visits have taken place to write a quick summary of 
the visit and note any immediate concerns that the business might have had.  
 



If there are any major red flags that came from the interview, I’d like to follow up on those or provide 
any assistance that I can within 48-72 hours at the most. If there is going to be a major disruption to our 
local business community, we need to act on that quickly and see if we can prevent it.  
 
If there are no red flag warnings, I would make notes of the information and begin to compile the 
information into a spreadsheet. Putting the info into a spreadsheet would make it easier for me to 
compare the data as we move along. I might be able to spot trends quicker as well.  
 
At this point I would be compiling the report with all of the data. I’d be going over the data with our 
volunteers and see what action items we need to do as a result of our surveys. This could take some 
time to filter through all the data and make all the necessary correlations.  
As a part of this I would be taking the presentation on the road. I’d be reaching out to local Rotary Clubs 
in our area, the Chamber of Commerce, and other civic groups that are a part of our community and 
share the information with them.  
 
The next steps would be to creating the action planning and action implementation. This would address 
the key issues and help to overcome them. We might need to bring in a few more volunteers that have 
experience or expertise in overcoming the problems that have been identified. If we can create a team 
to handle each action item that will ensure we get that item completed and have a plan for moving 
forward.  
 
The action implementation piece will likely take a long time. In order to plan and implement a new 
program it takes a lot of time and effort. As you move through the implementation period you will find 
things that work and things that do not work. You’re likely going to have to revamp your 
implementation plan and adjust it accordingly.  
 
One of the fun steps in the process would be the final piece of community outreach, or celebration. 
We’d present a brief overview of the data, and then jump into the action items. For example, if one of 
the action items is to create a shop local campaign I’d make that a part of the presentation. By getting 
that information out there to these groups I can hopefully do some of the heavy lifting of getting regular 
people motived to help make a difference.  
 
The final stage of it all is the evaluation. You need to evaluate your program. Look at it critically and ask 
how you did. Where did you fall short? Where did you excel? How can you make it better in the future? 
All of these things need to be looked at as you start the process all over again.  
 
On the next page is just a draft timeline that I have put together. It really just shows what it would take 
to get to the Action Implementation stage. Each of the actions that are being implemented could really 
have their own project timelines to go with it.  
 
This program is an art, not a science. Everything will have to be adapted to our local area. Evaluation is 
key. What works in one place may not work the exact same way here, which is important to remember. 
Flexibility is necessary to create a successful Business Retention and Expansion Program here in Jersey 
Village.  
 
 
 



Draft Timeline of Implementation  

 
 

 

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26

Select Volunteers

Research/Draft Survey

Public Awareness Campaign

Volunteer Training

Business Visits

Compile Reports

Identify Key Issues

Community Presentations

Action Planning

Community Outreach

Evaluation

Action Implementation 24+ Months (Indefinite?)

Months


