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Action Plan
	Specific Action
	Target Date
	Person Responsible

	What actions will you take that will result in a change in behavior, not just activities


	When will the task be completed
	Who is responsible for the specific actions


Purpose:  To identify the actions, owners and dates to make the project come to life.
How to Use:  As a team, brainstorm what needs to get done.   Agree on owners and dates.  

Task Responsibility Worksheet

	Task
	Lead
	Sponsor
	Advise 
	Enhance
	Connect

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Purpose:  Based on the tasks, define who will serve what role
How to Use:  List the tasks from the action plan.  Discuss and assign initial to roles based on the following description:

Lead: The person responsible for execution of the action items

Sponsor: The person responsible for supporting & providing necessary items to implement the action items

Advise: The person who has knowledge & experience to Guide the team on implementation & execution of the action items

Enhance:  The person responsible for facilitating the I& E of the action items Connect: Providing necessary information relevant to business & strategies. Ex: IT or HR support required during the implementation of the action items.
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