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Creating Your Strategic Plan 

 
Congratulations on completing the online training videos! Your final step is to complete the Digital 
Transformation Plan 3.0 - outlining how you will use the grant money to achieve your business 
goals over the next couple of months, until the program ends on February 28, 2022. 

 
To get started, sign into your account and click on the Training Videos link on the dashboard. You 
can download the Digital Transformation Plan (DTP) template here. We suggest you save the form 
to your desktop so it’s easy to find as you’ll be adding the details of your plan directly into the Word 
document. 

 
The Digital Transformation Plan 3.0 is divided into six sections: 

 
1. About Your Business: 

• A brief description of your business and the products and/or services it offers 
 

2. Digital Audit: 
• Summary of your business’s strengths and weaknesses 

 
3. Business Goals and Objectives 

• A list of objectives, based on your Digital Assessment, that you hope to accomplish 
by successfully completing your DTP 

 
4. Budget: 

• Detailed breakdown of how you plan to invest the grant money 
 

5. Action Plan: 
• Objectives: Specific, measurable actions you plan to achieve that support your 

overall business goals 
• Action/Tactics: Specific steps you will take to accomplish your objectives 
• Who/By When: Specific details regarding each action/task (i.e., who will be 

responsible for completing the task and when should it be completed). 
 

6. Measurement and Milestones: 
• Key Performance Indicators (KPIs): Metrics you will watch to track your progress 
• Milestone: A specific milestone you will be watching for 
• Review Date: The date when you will check your progress 
• Milestone Target Date: The date when you plan to achieve your milestone 

 
Once you’ve completed the form, save it as a PDF. When you are ready to complete the online 
application, click on the Application link on your Digital Main Street account dashboard.  You will need to 
upload your DTP, along with the other required documents, to complete the DTG application process. 

https://digitalmainstreet.ca/wp-content/uploads/2021/07/Digital-Transformation-Plan-3.0.docx
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Step One: Tell Us About Your Business 
 
Help us gain an understanding of your business by providing a brief description and info about the 
products/services you offer. 
 
 
Step Two: Summarize Your Strengths and Weaknesses 
 
Using the results from your Digital Assessment, outline your business’s strengths and weaknesses in 
terms of digital technology and your online presence. 

 
 
Step Three: Define Your Business Objectives 
 
Based on your Digital Assessment and your overall business goals, zero in on the objectives you hope 
to accomplish by successfully completing your Digital Transformation Plan by answering a series of 
Yes/No questions. 
 
 
Step Four: Create Your Budget 
 
Create a budget describing the tools and services you plan to invest in to support your business goals. 
You may find it easier to complete this section once you have defined your objectives and tactics more 
clearly. 

 
1. Research the products and services you plan to purchase. There are five different categories: 

digital marketing, website, software, digital training, and hardware. While you can request 
some adjustments to your budget, in general you will be expected to spend the full grant 
amount as laid out in your application. 

 
2. Use the budget table to identify which expenditures you would like the grant to cover and be 

sure to review the full list of eligible and ineligible expenses (refer to the FAQ handout). You 
can spend the grant funds on one item or spread it across several costs. Do not include HST in 
any of your budget amounts. 

 
3. Note that hardware purchases may not exceed $1,000 and all grant money must be spent by 

February 28, 2022, regardless of when your grant agreement started. 
 

4. Add up your costs and note the total. While the grant budget is $2,500 (excluding HST), we 
recognize that your overall project budget may exceed this amount. 

 
 
  

https://obiaa.com/wp-content/uploads/2021/08/DMS3.0_Digital-Transformation-Grant-FAQs_EN_082321.pdf
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Step Five: Develop an Action Plan 
  
For each objective you plan to accomplish, write down the tactic(s) you intend to use (or action steps 
you plan to take) to achieve your goals. Add any details that will be involved in completing each step, 
who will be responsible to look after that detail, and when each task should be completed. 

 
Here’s an example: 

 
Let’s say one of your objectives is to increase online sales by 10% by attracting more customers 
to website by January 31, 2022. Your tactics and actions might look something like this: 

 
Tactics/Actions: 

 
1. Evaluate website. 

 
Details: 

a. Hire consultant by November 30, 2021 (Joe Owner) 
b. Complete assessment by December 15, 2021 (ABC Consulting) 
c. Implement plan by January 15, 2022 (ABC Consulting) 

 
2. Identify SEO improvements. 

 
Details: 

a. Create list of keywords and keyword phrases by December 15, 2021. (ABC Consulting) 
b. Add keywords to website and current blog articles by January 15, 2022 (ABC Consulting) 
c. Write a new blog series integrating keywords in headlines and body of text (Joe Owner) 

 
3. Integrate e-commerce store to current website: 

 
Details: 

a. Sign up for ShopHERE program by November 15, 2021 (Joe Owner) 
b. Hire photographer to take photos of inventory by December 1, 2021 (Joe Owner) 
c. Approve and launch Square website by December 15, 2021 (Joe Owner) 
d. Purchase light box and point-of-sale equipment by December 15, 2021 (Joe Owner) 

 
4. Attract more leads to the website. 

 
Details: 

a. Create an events calendar by November 15, 2021 (Joe Owner) 
b. Develop email campaign to promote events by December 15, 2021 (Joe Owner) 
c. Launch FB and IG advertising by December 31, 2021 (Joe Owner) 

 
Be sure to refer to the training videos and notes for ideas and tips for achieving your objectives! 
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Step Six: Measure Your Success 

 
If your goal was to run a marathon, you’d plan to monitor your progress carefully during the months 
leading up to the race to ensure you were able to cross the finish line successfully. Some of the 
“performance indicators” you might want to track would be distance, heart rate, muscle strength 
and speed. Monitoring these numbers would allow you to stay abreast of your progress and make 
adjustments to your training program as needed. 

 
Here’s what that might look like: 

 
Objective: To run in the Boston Marathon (42 km) on April 18, 2022 
Tactic: Improve performance by introducing resistance training to regiment  
Key Performance Indicator: Speed 
Milestone to reach: Increase personal best time by 5% 
Review date: March 31, 2022 
Milestone target date: April 1, 2022 

 
Preparing for success in business is no different. Each objective will have one or more metrics known as 
Key Performance Indicators (KPIs) that will allow you to measure your performance over time. 

 
Here are some key performance indicators that you may want to monitor. What you choose to 
measure will depend on the tactics or actions you are using to achieve your business objectives. 

 
• Return on Ad Spend 
• Follower Growth 
• Social Media Engagement 
• Conversion Rate 
• Website Visitors 
• Referral Traffic 
• Organic 

Traffic for example: 

If your objective is to increase online sales by attracting more visitors to your website, one of the KPIs 
you will want to track is the number of visitors to your site: 

 
Objective: To increase online sales by 10% by January 31, 2022 
Tactic: Improve SEO optimization by adding keywords to website content 
KPI: Website visitors from Google searches 
Milestone to reach: Increase website visitors from Google searches by 30% 
Review date: December 20, 2021 
Milestone target date: January 31, 2022 
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Based on the tactics you are using to achieve your objectives, determine: 
 

1. The key performance indicators you will be tracking to measure your success 
2. The milestone or target you want to reach 
3. The review date when you will measure your progress 
4. The targeted date to reach your milestone 

 
 
Last Step: Submit Your Plan with Your DTG Application 
 
Once you’ve completed your DTP and entered the information into the template, save the document 
as an PDF. Sign into your Digital Main Street account and click on the Application link located on the 
Journey to Receive a Digital Transformation Grant timeline on your dashboard. 

 
Be sure to include all required documentation (Articles of Incorporation, copy of Commercial Tax Bill or 
lease/rent agreement, exterior and interior photos) along with your Digital Transformation Plan. 
Remember the deadline to submit your application is October 31, 2021 (or whenever grant funds are 
fully exhausted). 
 

 
Congratulations! 
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