Creating an Action Plan

This action plan is an accountability tool to outline who is responsible for performing what, when, and how.
Point Person
The point person is responsible for ensuring that the goal is progressing as planned with every step taken. S/he manages the project. The point person is responsible for reminding everyone of their tasks, connecting people with one another for shared projects, and following up to make sure each task is completed. The point person has the bird’s eye view, as they coordinate resources, report on project progress and results, and work to ensure alignment with the overall strategic vision. 
	TASK:


	

	POINT PERSON:


	

	CHECK-IN DATES


	
	
	

	OBJECTIVES       

    

	PERSONS INVOLVED
	DATES
	OUTCOMES



	Example: Follow up with Jackson Elementary School about scheduling your upcoming workshop there. 
	Mike volunteered to check with the principle. Ashley said she’d check the overall school calendar to see if there are any other events that night


	Mike is following up on 9/24 and Ashley said she’d be able to check in over the next few days. They are reporting back to the group in a week.


	Mike and Ashley reported back to the group: The principle told Mike they’d love to host the event and Ashley found no conflicts.



	
	
	
	

	
	
	
	


