
Action Planning Worksheet

General Information

Project/Goal Title: 

Date: 

Responsible Person/Team: 

Supervisor/Manager: 

Goal Definition

Specific Goal:

Objective of Goal:

Why is this goal important?

Action Steps

Action Step 1:

Description: 

Responsible Person(s): 

Resources Needed:

Deadline:

Status:             Not Started            In Progress            Completed            On Hold

Action Step 2:

Description:

Responsible Person(s):

Resources Needed:

Deadline:

Status:             Not Started            In Progress            Completed            On Hold  



Milestones

Milestone 1:

Description: 

Expected Completion Date:

Milestone 2:

Description: 

Expected Completion Date: 

Barriers and Solutions

Barrier and Solution 1:

Potential Barrier:

Proposed Solution:

Barrier and Solution 2:

Potential Barrier:

Proposed Solution:



Monitoring and Evaluation

Measurement of Success:

Criteria: 

Method of Evaluation:

Regular Review Dates

First Review: 

Subsequent Reviews: 

Additional Notes/Comments

Signatures

Responsible Person/Team Leader:

Date: 

Supervisor/Manager Approval: 

Date: 


	ProjectGoal Title: Launch of New Product Line
	Date: April 13, 2024
	Responsible PersonTeam: Product Development Team
	SupervisorManager: Sarah Thompson
	Specific GoalRow1: Successfully launch the new eco-friendly skincare line by Q3 2024.
	Objective of GoalRow1: To expand market reach and cater to environmentally conscious consumers.
	Why is this goal importantRow1: This goal aligns with our company’s sustainability commitments and market demand for green products.
	Description: Finalize product formulas and packaging designs.
	Responsible Persons: R&D and Design Teams
	Resources Needed: Research data, focus group feedback, design software, packaging materials.
	Deadline: May 15, 2024
	Description_2: Obtain necessary certifications and approvals.
	Responsible Persons_2: Compliance Officer
	Resources Needed_2: Application fees, certification bodies' criteria, product samples for testing.
	Deadline_2: June 20, 2024
	DescriptionRow1: Completion of initial product testing.
	Expected Completion Date: May 30, 2024
	DescriptionRow1_2: First batch of products ready for market test.
	Expected Completion Date_2: July 15, 2024
	Potential BarrierRow1: Delays in receiving raw materials.
	Proposed SolutionRow1: Establish agreements with multiple suppliers to ensure a steady flow of materials.
	Potential BarrierRow1_2: Difficulty in obtaining eco-certification.
	Proposed SolutionRow1_2: Engage with certification bodies early in the development process to ensure all criteria are met.
	CriteriaRow1: Successful launch measured by initial sales figures and customer feedback. Sales of 10,000 units within the first month; 90% positive customer feedback.
	Method of EvaluationRow1: Sales tracking system and customer satisfaction surveys.
	First ReviewRow1: May 20, 2024
	Subsequent ReviewsRow1: Monthly thereafter until project completion.
	Additional NotesCommentsRow1: Need to coordinate with marketing to prepare promotional materials aligned with product launch.
	Responsible PersonTeam Leader: John Carter
	Date_2: April 13, 2024
	SupervisorManager Approval: Sarah Thompson
	Date_3: April 13, 2024
	Group1: Choice2
	Group2: Choice5


