
Action Plan Template
Name/Team:

Date:

Goal Period:

Goal: (Clearly define the goal you want to achieve)

Objective: (Use your SMART goal here)

Rationale: (Why this goal is important)

List the steps necessary to achieve the goal. For each step, include specific actions, who is 

responsible, resources needed, and a deadline.

Step #
Action 

Required
Responsible 

Party
Resources 

Needed Deadline Status


