
Action Planning

An Organizational Tool 

For Today’s Leader



Why Plan

• Better use of 
resources

• Minimize wasted 
effort and rework

• Accomplish task 
more quickly

• Control activities

• Insure program 
success



Action Planning

• Organizational tool used for 
planning small to large projects

• Critical for making change and the 
subsequent transition successful

• Ensures that all “bases” are 
covered

• Instills trust in others of the leader’s 
knowledge and capabilities

http://www.animationfactory.com/en/search/close-up.html?&oid=4971867&s=1&sc=1&st=1&q=bases&spage=1&hoid=b84217b564a2a0220524880320d8753d


Completing an Action Plan

• Identify the problem, project, or change that 
needs to be addressed

• Determine the goal – what do you see as the 
final product

• List areas that are already in compliance or 
already completed

• Identify areas that are not possible at the 
moment but are future goals



STEPS/TASKS

• Break down the problem, project, or 

change into small steps or tasks

• Each step should lead directly to the next 

phase or step.  Leave nothing out.

• Start with the easier tasks and progress –

enhances the sense of accomplishment 

and builds confidence

http://www.animationfactory.com/en/search/close-up.html?&oid=4969284&s=1&sc=1&st=37&category_id=E1&q=steps&spage=1&hoid=0d1c24bad25db736da7df62b2720d162


Resources

• Identify what resources are needed to 

complete each task

• Will prepare you for possible budget 

needs, staffing, and training 

requirements

http://www.animationfactory.com/en/search/close-up.html?&oid=10953697&s=26&sc=26&st=1178&q=money&spage=2&hoid=f5f0b91c4bf93bf5557eeb9ea6f78fc1


Timelines

• Develop timelines and/or deadlines for 
each step

• Must be realistic to keep the momentum 
going but also flexible enough to prevent 
frustration or failure

• Mark down actual date of completion for 
each timeline

http://www.animationfactory.com/en/search/close-up.html?&oid=4966293&s=1&sc=1&st=10&category_id=E1&q=deadline&spage=1&hoid=6e39aee901ee2f4f8f7afb5685f3ee71


Mission Accomplished!


