How to Write an Action Plan Template
[bookmark: _GoBack]✅     Template 1: Simple Action Plan Template
Best for: Personal goals or small projects
	Step
	Action Item
	Deadline
	Person Responsible
	Status

	1
	
	
	
	Not Started

	2
	
	
	
	Not Started

	3
	
	
	
	Not Started



📋 Template 2: Detailed Action Plan Template
Best for: Team projects or business initiatives
Project Name:
Prepared By:
Date:
🔹 Objective
[Clearly define what you want to achieve.]
🔹 Resources Needed
- [Tool/Software/Equipment]
- [Budget or Funds]
- [People or Teams]
🔹 Milestones & Action Steps
	Milestone
	Tasks
	Owner
	Due Date
	Status

	Planning
	
	
	
	⬜

	Execution
	
	
	
	⬜

	Review & Adjustments
	
	
	
	⬜



📈 Template 3: Strategic Action Plan Template (with KPIs)
Best for: Long-term planning, strategic business growth
Strategic Goal:
Owner/Department:
Timeline:
Budget:
	Action Item
	Subtasks
	Owner
	Due Date
	KPI
	Progress

	Launch new product line
	Research → Design → Prototype
	Product Team
	
	# of products launched
	0%

	Improve customer service
	Survey → Training → CRM upgrade
	CX Manager
	
	NPS increase, support time
	30%



