Action Plan Template

Action Plan Details

Title of Action Plan: Brief, descriptive name of the overall plan, e.g., "Q3 Website Redesign |

Date Prepared: VIM/DD/YYYY

Target Completion Date: MIM/DD/YYYY

Prepared By: Full Name of the person creating the document
Department/Team: e.g., Marketing, Project Management Office, Operations

Approved By: Full Name of manager, sponsor, or stakeholder authorizing the plan

1. Executive Summary

Brief Overview of the Plan:
2-3 sentences summarizing the purpose, scope, and necessity of this action plan.
Primary Objectives:

+ State the first main goal
+ State the second main goal

¢ State the third main goal
Expected Outcomes:

Describe the desired end-state or benefits, e.g., "A fully functional new website resulting in i

2. Goals & SMART Objectives

Objective Specific Measurable Achievable Relevant Time-Bound
Objective Specific Measurable Achievable Relevant MM/DD/YYYY
Objective Specific Measurable Achievable Relevant MM/DD/YYYY

Objective Specific Measurable Achievable Relevant MM/DD/YYYY



Objective Specific Measurable Achievable Relevant MM/DD/YYYY

3. Action Steps

Task Responsible  Start Due Priority

# . L. Status Notes
Description Person/Team Date Date (H/M/L)

| Taskl FullNameor~  MM/DD MM/DD  Choose Choose "W

,  Taskl FullNameor~  MM/DD  MM/DD  Choose Choose "MW

3 Task | Full Name or~ MM/DD @ MM/DD @ Choose @ Choose Any ¢

4 Task | Full Name or~ MM/DD @ MM/DD @ Choose @ Choose Any ¢

4. Resources Required

Budget: $ XOOOX XX

Personnel: List roles or specific individuals needed, e.g., "1 Project Manager, 2 Developers,

Equipment/Tools: e.g., "Software licenses (Figma, Adobe CC), testing devices"
Materials/Supplies: e.g., "Brand style guide, content inventory document”

Other Resources: e.g., "External agency support, access to analytics platform”

5. Risk Assessment & Mitigation

Potential Risk Likelihood (1-5) Impact (1-5) Mitigation Strategy
Potential Risk Rating from 1to 5 Rating from 1to 5 | Mitigation Strategy
Potential Risk Rating from 1to 5 Rating from 1to 5 | Mitigation Strategy
Potential Risk Rating from 1to 5 Rating from 1to 5 | Mitigation Strategy

Potential Risk Rating from 1to 5 Rating from 1to 5 | Mitigation Strategy



6. Key Performance Indicators (KPIs) & Success
Metrics

Metric Target Current m::z;ement Ilzreepqol::i:cgy

Metric Target Current Measurement Method | Reporting Frequency
Metric Target Current Measurement Method = Reporting Frequency
Metric Target Current Measurement Method | Reporting Frequency
Metric Target Current Measurement Method | Reporting Frequency

7. Communication Plan

Stakeholders: List all groups/individuals, e.g., "Executive Team, Marketing Department, IT ¢

Update Frequency: e.g., "Weekly email every Monday, Bi-weekly sync meeting”

Communication Methods: e.g., "Email newsletter, Slack channel updates, Project |

Key Messages: List the core information to consistently communicate, e.g., "Project

8. Review & Evaluation Schedule

Review Date Review Focus Completed By Notes/Actions
MM/DD/YYYY Review Focus Full Name Notes/Actions
MM/DD/YYYY Review Focus Full Name Notes/Actions
MM/DD/YYYY Review Focus Full Name Notes/Actions
MM/DD/YYYY Review Focus Full Name Notes/Actions

9. Sign-off & Authorization

Plan Approved By: Full Name of approving authority



Signature:

Date: MIM/DD/YYYY

Plan Implementation Lead: Full Name of primary person overseeing execution

Signature:

Date: MIM/DD/YYYY

Instructions for use:

1. Fill in all blank fields electronically or by hand

2. Update the status column regularly (Suggested: Not Started, In Progress, On Hold,
Completed)

3. Review and update the plan during scheduled review sessions

4. Distribute completed sections to relevant stakeholders as outlined in the

communication plan

Document Version: e.g., 1.0, 1.1

Last Updated: MM/DD/YYYY
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