
Action Planning Sheet 

Project, meeting, activity, etc. (carefully define in specific terms what is to be done): 
  
 
 

Person responsible: 
 

Budget: 
 

What steps have to be taken? By whom? When will it be done?  How will it be accomplished? 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 


