Action Plan
Replace the grey guidance text with your own. Give every step one owner, a due date and the evidence that it is done. Row 1 is an example: overwrite it.
1. Goal
	Plan field
	Your entry

	Plan name
	

	SMART goal (what, how much, by when)
	

	Sponsor
	

	Plan owner
	

	Start date
	

	Target end date
	

	Success measure
	


2. Action steps
Start each step with a verb. Status options: Not started, In progress, Blocked, Done. Add rows with Tab in the last cell.
	#
	Action step
	Owner
	Start
	Due
	Priority
	Status
	Resources
	Done when

	1
	Confirm scope and sign-off criteria with sponsor
	Maya Chen
	Jan 11
	Jan 15
	High
	Done
	Project charter
	Signed scope document

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	

	11
	
	
	
	
	
	
	
	

	12
	
	
	
	
	
	
	
	


3. Risks and blockers
List what could stop the plan and who will act if it happens.
	Risk or blocker
	Impact on the plan
	Response and owner

	
	
	

	
	
	

	
	
	


4. Progress reviews
Review the plan weekly or at each milestone. Record what changed and why.
	Review date
	Overall status
	Decisions and changes
	Next actions

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5. Approval
	Name
	Role
	Signature
	Date

	
	Sponsor
	
	

	
	Plan owner
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