	PROJECT ACTION PLAN
Define the goal, assign the actions and track progress to completion

	



	Project Name
	
	Prepared By
	
	Department
	

	Date
	
	Project Sponsor
	
	Version
	



1. GOAL & OBJECTIVE
[Describe the overall goal in one or two sentences. What will be achieved, for whom, and why it matters.]
	Objective
	Success Measure (KPI)
	Target
	Deadline

	[Objective 1]
	[e.g. % increase, units, score]
	[Target]
	[Date]

	[Objective 2]
	[Measure]
	[Target]
	[Date]

	[Objective 3]
	[Measure]
	[Target]
	[Date]



2. ACTION STEPS
	#
	Action / Task
	Owner
	Start
	Due
	Resources
	Status

	1
	[Action step]
	[Name]
	[Date]
	[Date]
	[Budget/Tools]
	Not Started

	2
	[Action step]
	[Name]
	[Date]
	[Date]
	[Resources]
	In Progress

	3
	[Action step]
	[Name]
	[Date]
	[Date]
	[Resources]
	Complete

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	

	8
	
	
	
	
	
	

	9
	
	
	
	
	
	



3. RISKS & MITIGATION
	Potential Risk / Obstacle
	Likelihood
	Impact
	Mitigation Plan

	[Risk]
	[Low/Med/High]
	[Low/Med/High]
	[How you will prevent or respond]

	
	
	
	

	
	
	
	



4. REVIEW & APPROVAL
	Review Frequency
	
	Next Review Date
	

	Approved By
	
	Approval Date
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