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Need a tool that keeps you on track? Whether it is a project, task, or strategy that needs to be completed, an Action Plan Template will help you tackle it! Action plans assist individuals or groups in outlining exactly what steps need to be taken to successfully accomplish a project. With an action plan, specific milestones and progress measurements
can be put into place. Moreover, certain tasks and responsibilities can be allocated to people within groups. Creating a timeline is another beneficial way to utilize the action plan. Consider using an action plan if you wish to clarify objectives, build consensus, or create accountability. Action plan templates are essential in the process of project
management. Some available Excel action plan templates include action plans for managers, employees, and education.Marketing Action Plan TemplateMarketing Action Plan Template The Significance of a Marketing Action Plan Template For Your Business A part of an efficient business plan is a marketing structure designed to take action and
accomp...View TemplateWeekly Action Plan TemplateWeekly Action Plan Template If you want a quick way to track everything that is important for you to plan, execute and complete, look no further than weekly action plan templates. Whether it's an ove...View TemplateHuman Resources Action Plan Template Human Resource Action Plan
Spreadsheets And Templates The human resource team can be seen as the main root of a good corporation. If you happen to be a business ...View TemplateSales Action Plan TemplateAn Insight into Sales Action Plan Template Do you use sales plans? Entrepreneurs, sales managers or even sales executives benefit from creating sales plans. The plans
could be for business, departmen...View TemplateCorrective Action Plan TemplateCorrective Action Plan Template Pretty much anyone who has experience working in management can tell you that the most difficult part will always be disciplining employees. Contrary to popular belief...View TemplateAction Plan Template for ManagersAction Plan
Template for Managers Anyone who has had any experience in project management can tell you that successfully leading a team requires an in-depth understanding of interpersonal communicati...View TemplateAction Plan Template EducationAction Plan Template for Education How to Use an Education Action Plan Template Action plans are
commonly used in schools and colleges to facilitate a process of change and inspiration that helps stu...View TemplateAction Plan Template for EmployeeAction Plan Template for Employee Action Plan Template for Employee Excel Action plans are an integral part to managing the team of any company effectively. Have you ever found yourself
wondering wh...View Template At work and in private life, there are always events that should be planned. For example, the creation of an advertising campaign or planning a party.Of course, nothing should go wrong with this event and all steps should be well planned. To guarantee this with simple means, this Excel template was created.Click here
to go directly to the download.By the way, you find a detailed event planner here.Table of ContentsAn action plan is a detailed and specific set of steps or strategies that outline how to achieve a particular goal or objective. It is a document that breaks down a larger goal into smaller, actionable steps that can be taken to make progress towards that
goal.Action plans typically include a timeline or deadline for each step, as well as the individuals or teams responsible for completing each task. They may also include resources required, such as budget or personnel, and any potential obstacles or risks that may arise.Action plans are commonly used in business, education, healthcare, and personal
goal-setting to provide a roadmap for achieving specific outcomes. They can be created for short-term goals or long-term objectives, and may be updated and revised as progress is made or circumstances change.Download the template from the bottom of this page.Open it with Excel or any other program comfortable with tables.In the worksheet
“Action Plan” you can see an example. Change it as you like.Or open the worksheet “Action Plan Blank” and fill it out without any premade content.Now you can print it and / or send it with e-mail to your workmates.Screenshot of an example for an action plan with ExcelYou can change or add status, responsible and priority herelf you like my
templates, I'm looking forward to a little donation Skip to main content Skip to footer You have a goal in mind but haven’t yet pulled together a strategy to achieve it. An action plan template is how you’ll get from A to B. This document provides a ready-made framework for adding all the steps you need to reach your project goals. Everyone who
follows the plan will understand what is expected of them, which ensures those jobs-to-be-done actually get done.This guide explores how to write an action plan template step-by-step, with examples for inspiration. For a ready-made solution, you can dive right into monday work management’s custom action plan template. Get the templateAn action
plan is a detailed blueprint that outlines the steps you, your team, or your organization will take to achieve a specific goal. By sequencing each step of your plan, you’ll complete everything in order and won’t miss any vital tasks. Action plans include detailed information, such as:A description of each action or task to completeThe person or assignee
responsible for each actionDue dates for each taskResources required to complete the actionSpace to reflect or take notes after you’'ve completed a taskAn action plan template is a pre-structured document that gives you a framework for crafting your new action plan. Instead of creating your strategy from scratch every time, a practical action plan
template has designated spaces for each aspect you need to cover. These might be presented in a table format like this: The benefits of using an action plan template are clear:Action plan templates are efficientLeaders and managers use action plan templates to speed up the strategic planning process. Rather than spending unnecessary time
designing their planning documents, project managers can simply pull up their template, save a new copy—keeping the existing template intact—and get straight to work scheduling and assigning tasks.Action plan templates are consistentWhen your organization uses the same action plan template for the whole company, it’s easier for team members
to interpret and understand the plan because they’'re familiar with the format. The result is an organized, professional appearance.Action plan templates aid effective planningAction plan templates help project organizers plan more effectively by offering predefined categories and columns, reducing the chance of human error or omitting information
from an action plan. And every time you add an enhancement to your template, you’ll consistently improve subsequent action plans.Action plans are easy to trackWhile completing a project, you might find that some of the tasks in your task lists didn’t have clear outcomes, or you weren’t sure they were complete. Get around this by following the
SMART goals framework and including a new column in your action plan template to note how you’ll measure if the task is complete.When using an action plan template within monday work management, you can add your action plan to relevant project boards, create cross-team automation, and more—making it easier to collaborate with a
distributed team in real-time.Action plan templates should contain the following features:Multiple views, including tables, timelines, Kanban boards, and Gantt charts to visualize tasks.Task notifications to detail and assign tasks to team members.Structured layouts to plan tasks based on priority, status, and resource allocation.Collaboration space to
maintain notes, comments, and files in one place.Automations to update task status and notify owners.Status columns to show the current status, such as Stuck, Working on it, and Done.Dashboards to track overall progress, timelines, and budgets.A project plan is more detailed than an action plan. Both list the tasks, timelines, and resources required
to achieve a desired goal. Project plans also include:Project goals and objectivesProject milestones and deliverablesProject scope and budgetProject roles and responsibilitiesProject stakeholders and communication scheduleProject risk mitigation and contingency plansProject success criteriaBut it’s not an either-or situation. Instead of choosing one
over the other, simply create an action plan from your project plan to outline the steps required to achieve your project goals.A well-written action plan consists of these components:Goals: Define what the action plan aims to accomplish.Steps: Detail the actions required to achieve each goal.Iltems: Determine the task dependencies and
priorities.Timeline: Map out the schedule and milestones from start to finish.Resources: Identify the people, tools, and budget required.Responsibilities: Assign tasks to an individual or a team.KPIs: Track metrics against key performance indicators to assess outcomes and ensure alignment with goals.Review: Monitor the overall progress of action
items completed. Get the templateProject action plan templates can fall into different themes based on the goal you have in mind. Here are some examples of action plan templates you might use within or outside of your business:1. Action item templatesAction items typically look like to-do lists with a little extra context. Your template might include a
row for each action item with columns to define their:Unique identification numberPriority levelsStatus updatesCompletion percentagesAttachmentsDeadlines2. Corrective action plan templatesCorrective action plan templates focus on the steps involved in overcoming something that’s having a negative impact on your business. For example, IT
teams might use this template to resolve a system failure. Typically, this template will include the following fields:Problem statementDesired outcomeAction stepsStakeholdersProgress updatesStatusPriorityTimelineConstraintsMetrics for completion3. Performance improvement plan (PIP) templatesPerformance improvement plan templates are an
important part of the employee appraisal process. They focus on developing a proactive strategy for dealing with your workers’ ongoing performance or behavioral issues. This template might include:Employee name, role, and titleManager namePerformance concernPerformance goalReview ratingTimelineImprovements madeGoal progress4. Mutual
action plan templatesA mutual action plan template is a collaborative space for two or more parties to outline shared goals, steps, and responsibilities to achieve a specific outcome. This type of template includes:Shared objectivesKey milestones and deadlinesDetailed action stepsSpecific roles and tasks assigned to each partyKPIs and success
criteriaReview schedule5. Marketing action plan templatesA marketing action plan template serves as a roadmap for executing marketing campaigns or initiatives. It ensures all team members are aligned, have sufficient resource allocations, and can easily track their shared progress. This template might include:Marketing objectiveTarget
audienceStrategyTacticsTimeline for completion and reviewKPIsResponsible parties5. Sales action plan templatesA sales action plan template is a source of truth for sales professionals who need to hit specific revenue targets within a specific timeframe. Customize your template to match your workflows and sales objectives based on the following
fields:Executive summaryBusiness goals and revenue targetsPerformance analysisMarket and industry overviewStrategy and tactic refinementCustomer segmentationResourcesIndividual team member plans7. Microsoft Word action plan templatesUsers accustomed to the Microsoft ecosystem may prefer creating action plan templates in Microsoft
Word. Based on a table format, you’ll customize the template according to the number of rows and columns you need.You’ll make a copy of the template to edit for each new action plan, then save it as a PDF or Word document. From here, you can store it in a shared drive for team members to collaborate on, email it to various stakeholders, or attach
it to your monday work management board where it’ll slide straight into your workflow.8. Microsoft Excel action plan templatesMicrosoft Excel action plan templates work in much the same way as their Word counterparts. Instead of inserting tables, you'll use Excel’s natural framework of columns and rows to create a customized template.The added
advantage is you might use built-in formulas to calculate progress and performance for tasks, milestones, or projects assigned to each team member.9. Business action plan templatesA business action plan template allows you to check off activities as you work toward a specific business goal. The action plan below details the primary goal, with the
first column dedicated to a breakdown of each action required. (Image source)For example, if your business goal was to design and launch a new website, your activities might include:Gathering design assetsChoosing a color schemeCopywriting for new website pagesAssembling design and development teamsCreating design wireframesDesign and
developmentTestingLaunch and promotionThe penultimate column in this action plan template notes potential hazards or roadblocks that might get in the way of achieving your goals. Use this section to plan workarounds.10. Personal development action plan templatesTypically, action plans are used in a business context. But a personal development
template can be a handy task management tool to help you stay motivated and work toward your goals outside of work. The template below allows you to break down your actions into a step-by-step sequence and includes a “How will I know I've been successful?” column to ensure the actions you select have a clear outcome. (Image source)If you've
never created an action plan before, follow these manageable steps:Step 1. Determine your goalsFirst, you need to understand what you're trying to achieve. Then, make this goal as specific as possible. For example, “increase sales” is too vague. “Increase sales by 20% in quarter three” is more specific and allows you to set a metric for achieving
it.Step 2. Break down the steps required to achieve each goalDetermine the necessary actions to reach your goal. In this example, that might include:Hire three new sales development representativesIncrease content marketing budget by $20,000Implement a new sales training program for new hiresStep 3. Determine task dependencies and
prioritiesRemember: you can’t do everything at once! After you’'ve broken down a big goal into bite-sized chunks, figure out the perfect order for completing the tasks. In the above example, you need to hire new sales representatives before starting a sales training program.Step 4. Set milestonesNow, set some milestones for significant events or
checkpoints along the project. Some typical milestones are:Completion of a substantial task or phase of the projectA significant event, such as a product launchImportant meetings, like customer review meetings Step 5. Add deadlinesWhen do you need to complete each task? Setting deadlines for each task helps your team stay on track and highlights
if your timeline for the larger goal is realistic.Step 6. Identify your required resourcesWhat’s keeping you from completing these manageable tasks? What do you require, perhaps from leadership or another team, to meet or exceed your goals? In our sales team example, the HR department might help us advertise an open role and attract new
applicants.Step 7. Assign tasks to individualsWho is responsible for each action? Assign a clear task owner to each task. Ownership doesn’t just make someone feel accountable; it empowers them to take the initiative and solve problems without dragging in management at every twist and turn.Step 8. Agree on a plan to review progressBefore you
jump in and start your project, determine how you’ll measure progress toward your goals. For example:Will you review your action plan every day or every week?Will the task assignees or the project leader be responsible for updating the plan to reflect progress?How will you use technology to automate your review and keep all team members in the
loop?Determining these answers upfront means the action plan remains a living document reflecting actual progress.As you’ve seen in the examples above, the typical action plan format is a PDF or Microsoft document. While this is fine for goal setting and creating the plan itself, it’s not so great for putting it into action.That’s why we’ve purpose-
built a flexible, customizable, intuitive action plan template to use with monday work management. Once you have buy-in from your team, here are the features that’ll put your plans into action:Multiple views: Use Table, Timeline, and Kanban Views to visualize the action items and overall plan details you need to succeed. Integrations: monday work
management integrates with 72+ third-party tools, such as Slack, Gmail, or Microsoft products which allow teams to sync documents or send real-time notifications based on your action items. Automation: Design custom automations based on triggers, conditions, and actions. For example, when a team member checks an action item completion box,
this could trigger the next action item to be assigned to a colleague. Progress tracking: Track progress with custom status columns and labels so you can easily see what tasks are in progress, at risk, or completed. Built-in reporting capabilities will also give you an overview of your team’s progress toward achieving the goals outlined in your action
plan. Collaboration: Comment and collaborate on action items to keep your plan moving forward. Tag team members, attach images or documents for extra context, and keep all discussions in a central location. Get the templatemonday work management is a collaborative and productive space that helps teams and companies of any size reach shared
goals quicker. Our action plan template is just one of the ways you can use our platform to streamline your essential business processes.With a G2 software community score of 4.7 out of 5, here’s how one small business reviewer describes our templates:I like the fact that I can use a template or build my own tables and also link them. I love the easy
filters and the fact I can have different views. I also like the charts and graphs that are available and the fact that I can easily add to my task list or update anything on my mobile out of office hours. I love the status column and also the automations on my task lists and campaigns.Ready to use a repeatable process to hit your project goals on time,
every time? Get our action plan template today. Get the template As key components of goal management, action plans and to-do lists are frequently confused. A to-do list is a list of tasks to complete, but they’re not sequenced or even connected to the same goal. An action plan outlines the specific steps and activities that must occur to complete a
common goal. An action plan and a strategic plan are essential for an organization’s long-term and short-term planning. A strategic plan outlines an organization’s vision for the future by prioritizing goals, making resourcing decisions, and uniting employees. On the other hand, an action plan makes the strategic plan operational by providing detailed
instructions on how to accomplish those goals. An implementation plan and an action plan are essential documents that help teams execute a project successfully. An action plan focuses on the specific tasks needed to achieve a goal, while an implementation plan is more holistic, outlining the steps, teams, and resources required to execute a project
successfully. Successful action plans incorporate the following three Ws: what, who, and when. As you design your plan, decide “what” you want to accomplish, “who” is responsible for accomplishing it, and “when” you must accomplish it. Try our Action plan template Join the 152K+ customers that use monday.com Get started Work efficiently & see
results Get started When you’re planning a project, you need a strategy to execute your plan. The action plan is that document. It outlines the action steps you need to do in order to accomplish your goals. Download your free action plan template for Excel and get on the road to success. A project action plan template, contingency action plan
template, corrective action plan template and strategic action plan template are all included in our free downloadable Excel file. But, if you open the action plan template in ProjectManager instead, you'll be able to manage your action plan with more than a spreadsheet. You can work in five different project views: Gantt, kanban board, task list,
calendar and sheet. Plus, you can collaborate with your team in real time and track progress in the software with live dashboards and instant status reports. Get started for free with ProjectManager and build a better action plan. ProjectManager’s action plan template is free to use and more powerful than Excel. Try it now What Is an Action Plan
Template? An action plan template is a tool that helps project managers visualize the steps to take for the successful completion of a project. Those action steps are further broken down into subtasks known as action items. ProjectManager’s action plan template for Excel helps you organize these elements on a spreadsheet. A project action plan
template is an important project planning tool because it also describes the team, time and resources needed to complete the project successfully. It includes a timeline that organizes tasks, their priority and the team members responsible for them. Even though they have the same basic elements like goals, action steps, tasks and a timeline, there are
several types of action plan templates such as business, strategic and corrective action plan templates. Our action plan Excel template can serve any of those purposes, and its spreadsheet can be easily adjusted to fit your needs. ProjectManager’s free action plan template for Excel Why Use an Action Plan Template? The action plan template is a
useful planning document because it provides a framework for thinking pragmatically about getting work done in an efficient and effective manner. Using an action plan helps one order the project action steps in a logical way and makes sure that you don’t neglect a critical task along the way. Action plan templates facilitate the project planning
process because they include all the essential fields for an action plan. When you finish filling in your action plan template, all the goals, action steps and tasks are laid out in one place. This helps the project leader to assign or contract tasks as well as note priority levels. It would be nearly impossible to plan a project, large or small if you don’t write
an action plan format that allows you to chart the time and resources needed to get the job done. The name of the action plan is also helpful. It avoids jargon so your team members can clearly understand its purpose. Project management software can turn an action plan into a viable project schedule. ProjectManager takes your tasks and puts them in
a Gantt chart, where progress is updated automatically as your team completes their tasks. If a scheduling conflict arises, drag and drop your project timeline and every deadline adjusts accordingly. Plus, managers can monitor team workload allocation to balance tasks and keep their teams productive. Turn your action plan into a viable schedule by
using ProjectManager’s online Gantt chart. Who Should Use an Action Plan Template? Project managers are usually in charge of creating the action plan, keeping track of its progress and making sure the entire project team is updated. However, the action plan itself has individual team members assigned to each step and action item, which they are
responsible for completing. Usually, the project manager defines the goals, action steps, tasks, due dates and priority levels of the action plan. But larger projects have bigger staffs and there a project coordinator or other personnel might be responsible for the action plan. Whoever completes the action plan template, the project manager is going to
have the final say and will have the authority to update it as plans change. However, action plans have a large number of applications beyond project management, such as operations management, strategic planning, or by any team that needs to coordinate its efforts for the completion of goals. When Should You Use an Action Plan Template? You
should use an action plan format whenever you need to plan simple projects, manage your personal or team’s work, implement initiatives in your organization and other similar purposes. Action plan templates are meant to facilitate the execution of work by helping leaders and team members better understand the different tasks to be completed. For
larger projects, it’s advised to use project management software like ProjectManager, so you can plan with Gantt charts, kanban boards, task lists, project calendars and more. How to Use This Free Action Plan Template for Excel Our action plan template for Excel is broken down into three sections. One for listing action steps, one for building a
timeline, and one to identify resource requirements. 1. List Your Action Steps and Action Items As mentioned above, action steps are made up of tasks, or action items. The first part of this action plan template lets you list the action items for each action step, as well as task status, assignee and the phase it which it belongs. Priority: Each task will
have a priority attached to it. That is, it’ll be determined if the task is a high, medium or low priority, which helps you make a more realistic plan. Tasks: This is where you list every task that must be taken to complete the action steps and achieve the project’s goal. Be thorough and brainstorm with the team. The more detailed, the better. Phase: Here,
you’ll note where the action step takes place over the course of the project life cycle, such as in the planning stage, execution, closing, etc. Assigned: Determine ownership of each individual task by assigning it to a specific team member. They’ll then be responsible for seeing the task through to completion. Status: Here’s where you chart the progress
of the work done on each task. Enter a completion percentage or any status that you wish to assign to track progress. 2. Estimate Time for Each Task Once you’ve mapped out your action steps and action items, you can start assigning a start date and end date to each task and estimate their durations. This information will be needed to create a
timeline. Start date: This section is your schedule. Each task is tagged with a time in which it must begin to keep the project on track. Due date: It is here that the due date is determined, so everyone working on that task is clear about when they must have it completed. Planned hours: When planning, you have figured out how much time can be
allotted to each task. Here is where you put that information. 3. Identify Resource Requirements Here you can list the resource requirements for each task. Simply estimate what resources will be needed and estimate a cost for them. There’s also a field to indicate which department is in charge of each action item. Department: Which department is
responsible for the task, marketing, dev team, etc.? Materials required: What materials are needed for completion of that task, software, equipment, materials, site, etc. Cost: What amount of funding has the budget allotted to this task? Notes: Finally, this is a catchall for any information needed to capture which doesn’t fit in any of the other
categories. The best part of this action plan template for Excel is that it allows you to create four different types of action plans, depending on whether you need a project, corrective, strategic or contingency action plan. Let’s learn more about these action plan templates. Types of Action Plan Templates While this customizable action plan template for
Excel can be used for nearly any type of project, we’ve broken the template into different use cases. Choose the one that works best for your project. Project Action Plan Template Use the project action plan template to organize your project into clear objectives and keep everyone on schedule. Project goals are the high-level outcomes that the project
should achieve. In the project objectives section, articulate how you will achieve the project goals; these should be SMART goals, or specific, measurable, achievable, relevant and time-bound. Be sure to also identify success criteria and think about how success will be measured. For example, will the project be completed by the completion date, will
the budget be followed and will customer satisfaction be at least 85 percent? In the action step section, note the task priority, action item and key performance indicators (KPIs) as well as details like assigned, status, relevance dates, etc. There is also a section to outline resources including requirements and estimated costs. These project details can
help outline a clear path toward successful project completion. Strategic Action Plan Template Use the strategic action plan template to outline the steps, resources and timelines to meet an organization’s long-term goals and objectives. Start by entering your company’s vision statement, mission statement and strategic objectives. A vision statement
will define the organization’s overall purpose, and the mission statement focuses more on long-term aspirations and future goals. Next, list the strategic objectives as SMART goals, meaning they should be specific, measurable, achievable, relevant and time-bound. For example, maybe an example of a strategic objective is to increase the company’s
market share by 10 percent. Another example would be to launch a new product line and reach $100,000 in sales over the first 6 months. Use the strategic action plan template for Excel to identify the priority, action item, KPIs, assignee and more to get these strategic initiatives over the line. How to Create an Action Plan with ProjectManager
Although action plan templates are a good place to start your project management journey, they’re static documents. If you want to take your planning to the next level, you need to use project planning software like ProjectManager. Because ProjectManager is online software, you can invite your team to the tool. No matter where they are or when
they’re working, as they update their progress it will be instantly reflected on the software’s real-time dashboard, which can filter the information to show only what you want. Then you can create graphs and charts to make that data easy to read and share with stakeholders or team members, formatting the graphics generally or specifically,
depending on the person’s need. As noted, alerts can be created to let team members know when the action plan tasks are near due. Alerts can also be set up so the team leader is aware of those impending due dates or if a task is overdue, which can help them reallocate resources or do other things to get the project back on track. What Other
Project Management Templates Can Help with Your Action Plan? The action plan lays out the course you'll take to achieve your project goals. Our free project management templates help you start to organize the sequence of steps to get you there. Our site features dozens of free Excel and Word templates you can download, many of which can help
you create a better action plan. Here are some of our free templates: Action Items Template This free action items template is ideal to zoom into the tasks that make up your action plan. It’s a simple document that lets teams track their work. Project Plan Template Action plans are a great way to manage work. However, if you need to manage
projects, our free project plan template is a great starting point to document all the different aspects of a project. Gantt Chart Template Gantt charts are the most popular project management tool because they turn plans into dynamic project schedules. Use our free Gantt chart template to create a visual timeline for your action plan. Action Plans
Tutorial Video For more information on how to create and manage an action plan, watch the video below. Jennifer Bridges, PMP, gives you a number of crucial tips that can help you get the most out of your action plan template. Related Content If you're looking to take your action plan template to the next level, look no further than ProjectManager, a
cloud-based project management software that has all the planning features you need to create and execute your action plans. From a real-time dashboard to online Gantt charts and dynamic kanban boards, our software supersizes your project management. Try it free with this free 30-day trial. Last week Sean was working with a local business
setting up a new product launch. To ensure the project stayed on track, and within budget, they created a series of mini action plans. Think of them as atomic project plans. As the business owner is fairly good at Excel (not an expert but knows how to create burndown charts), Sean modified our action plan template for his project. Later I was
discussing this with Sean and asked him to flag three of the most common problems small business owners face when creating action plans. He said it typically came down to the following: #1 Lack of specificity A value target might say “Increase sales” instead of “Boost online sales by 15% within 3 months through targeted social media campaigns”
which is more specific. #2 Unrealistic timelines Setting a goal to “Double customer base in 1 month” without considering current growth rates or market conditions. So, you need to be realistic about your goals. Creating ‘aggressive’ timelines sounds fine but if it means you have to adjust these timelines later on because they were never realistic, then
choose a more realistic target date. #3 Insufficient resource allocation Planning to “Launch new product line” without budgeting for additional staff or equipment needed. Look at the potential impediments, setbacks, and other blockers which could potentially arise. This doesn’t mean you’'re being negative, rather it’s to ensure you understand the
challenges that lay ahead and can plan accordingly. Finally, I asked him how he modified out Excel templates. Here’s how to do this in Excel: Specificity template Create a worksheet with the following columns: A: Goal B: Measurable Target C: Deadline D: Specific Actions E: Person Responsible This structure forces you to break down vague goals into
specific, measurable actions. Gantt chart for timelines - List tasks in column A - Start dates in column B - Duration in column C - Use a stacked bar chart - X-axis: dates - Y-axis: tasks - Bars represent task duration This visual representation helps identify unrealistic timelines and overlapping tasks. Resource allocation sheet A: Task B: Required
Resources (e.g., staff, equipment) C: Estimated Cost D: Available Budget E: Variance (=D-C) Use conditional formatting to highlight negative variances, indicating insufficient resources. In the following section, we look at how to setup Excel to manage your Action Plans. The template pack includes sample spreadsheets to get you started. How to
Setup Excel for Action Plans If you need a sample action plan to get your business in shape, then use the following guidelines to design your next MS Word template. An Action Plan is a series of steps that helps you achieve your goals in measurable ways. The key is to tie your goals to targets you can reach - and measure your success at each step!
Here’s how to do it. 5 Year Action Plan 10 Step Action Plan Use these ten steps to create your next action plan. #1 Identify Major Goals Write a one page document that identifies what you want to accomplish. Break out the main objectives, budget, timelines and then drill down into the key assumptions, risks and issues that may arise and the
contingencies to address these. To make your action plan more realistic, identify the issues you are likely to encounter as otherwise it may prove impractical to implement. #2 Create Tasks The next step is to assign tasks to different team members. Depending on your setup, assign tasks by name or by role. For example, if you work in a large software
company, and the turnover is high, then enter the role of the person rather than the title. Otherwise, you will need to revise the MS Word docs every time a person comes or goes! #3 Assign Tasks Based on Skills Delegate tasks to team members who can perform these skills. Otherwise the person you assigned it to may not prove equal to the task,
thereby undermining the project’s success. #4 Lists Action Steps Each task should cover one specific and measurable activity. Don’t merge two tasks into one line in the worksheet. Keep tasks as unique as possible as this helps trace the root cause should an issue arise. #5 Update Status In your MS Excel file, create a column and enter in the Status
of the task. Example fields may be Assigned, Completed, and Under Review. Also if you have a list of tasks that need to be performed in order, then create a master To Do spreadsheet and rank them in sequential order. #6 Prioritize Tasks As some action steps are more important that others, give these a higher ranking in the Excel file. This helps you
identify the key tasks that need to be performed first, then second and so on. It also helps you see at a glance where/who needs to be chased up if needs be. Delete tasks once completed or update their status. #7 Get Feedback Communicate with all team members during the writing, reviewing and assessment phases. Include as much feedback as
possible as update the documents to reflect these changes. Use Track Changes in MS Word to track all the changes to the document and when revising the template. #8 Execute Tasks Once you have finished building the Action Plan Template, send it to all team members. If necessary, post it on the Intranet. Track all the tasks in the MS Word and
Excel templates and share the status updates in the Progress Reports. #9 Assess Success and Failures Make sure all team members perform their tasks as per the deadlines. If these dates prove to be difficult to achieve, then revise the dates after consulting the other project stakeholders. When you see an error, capture it immediately, update the
document template. Destroy previous versions. #10 Monitor Results Finally, check to see how successful the action plan was implemented. It’s naive to think that the first release will be perfect. Expect issues to arise and make the adjustments as necessary. Use an Excel file to track your results and keep this for future projects. Also, thank everyone
for their involvement. Action item Log [Get MS Word and Excel Action Plan templates here] Next Steps Action Plans work if they are achievable, results-orientated, and measurable. Where most Action Plans fail is when the team cannot perform the tasks within the timeframes or the results are not measured and reconfigured accordingly. Next week,
we will look at this and show you how to create Action Plans that resolve these issues by closing the gap between abstract ideas and concrete results. If you've ever found yourself staring at a blank spreadsheet, wondering how to turn it into a structured plan for your next big project, you're in the right place. Creating a project plan in Excel may seem
daunting, but I'm here to walk you through it step by step. In this article, we will break down the process, sharing tips, tricks, and templates to help you get organized and, most importantly, get things done.But, before we dive in, it’s important to acknowledge that Excel, while versatile, isn’t a one-size-fits-all solution. The article will highlight Excel’s
limitations and explain when it’s best to use Excel and when it is better to rely on a better option like a project management tool.A project plan is a living, actionable, and dynamic framework, created before the beginning of a project for successful project execution, effective control, and timely delivery.As defined by the Project Management Body of
Knowledge (PMBOK), it is a formal document, outlining all the project execution and control guidelines that are approved by all the members concerned.From sketching out the project scope, objectives, and timelines to establishing evaluation criteria for safeguarding the project against risks and ensuring quality standards, the project plan serves as
a roadmap and a clear blueprint for everyone involved in the project.New to project management?A Free guide to help you with proven ways to lead a project from start to finish, without confusion or jargon.Evaluate your needs, resources, and project objectives as the first thing if you do not want to hit project failure because of bad
planning.Construct a solid plan and break it down into manageable tasks.Analyze potential risks and risk-mitigating parameters beforehand. Also, do not forget to specify milestones.Allocate required resources, time, and budget to the tasks. Read More: Steps to create a perfect project planWithout further ado, let us now jump directly on the steps to
create a project plan.For convenience and ease, the entire process is broken down into clear actionable steps.Once you’'ve opened up your Microsoft Excel, and have an Excel worksheet to work on, it’s time to take the first step in setting up a project plan for you. Start adding headers to the table. Label the columns as Column A: “Task” or “Activity”
or “Actionable Item”Column B: “Start Date”Column C: “End Date”Column D: “Duration”Column E: “Assigned To”Column F: “Task Status”Feel free to add on as many columns as you want, and adjust their alignment, column width, and formatting, to make your project plan tailored to your requirements.Create headers according to your project
planNow that you are all prepared with your project plan base, start listing your project information in the columns stated.Start by filling up column A and listing down all your tasks and subtasks. You can even categorize them by giving them a label or creating a separate column instead.Move on to filling Columns B and C by adding start and end
dates to build your project timeline. For that first select both the columns, right click on any cell, and a dialog box like this will appear.Add project information From here select the Date category, and choose the way you want to format it. Next comes the duration, which you can compute by selecting the cell and applying the formula = C2-B2.
Then, drag and drop the right dot of the cell and the formula will be applied to the rest of the cells too.Apply the formula for project duration Following the above procedure, mention the resources for each task and mention its current status.Allocate resources for each taskP.S. - If either of your tasks is dependent on the other, or if only the
completion of one can kick start the other, you can add one extra column labeling Dependency.Now color, font size & style, apply conditional formatting, and more from the Home Tab to set the aesthetics of your project reports.Format and customize with conditional formattingAs you can see from the status report, I've highlighted every pending task
in red to signal them for being behind schedule and capture the user’s attention.The visual project timeline assists in clearly depicting the project expectations, progress, priorities, and due dates. Looking to create a visual draft of your plan using Gantt charts or simplify your project timeline? Check out our guide.Once you’re done with all the
adjustments, do not forget to save the workbook. For that click on the File option from the Excel ribbon following with Save option.It is more of a routine you need to follow, than a step that you can take for once. As the project progresses, staying updated and maintaining the plan is crucial throughout its lifecycle.This way, you can ensure your
project’s progress and hold team members accountable for their actions.Lastly, finish the project plan by sharing it with team members and stakeholders involved for better collaboration.If you wanna skip all the steps to create a project plan in Excel, the ready-to-use project planning templates are a perfect solution for your planning needs. These
templates come in several categories, each designed to meet different needs.Excel provides several Gantt Chart templates, each with different layouts and features. These templates allow you to visualize project timelines, track task dependencies, and manage project progress effectively. You can explore various Gantt Chart templates by searching for
“Gantt Chart” in the Excel template gallery.Read more: How To Use Gantt Chart Template In Project ManagementUnder the “Marketing Project Plan” category, you'll find templates tailored for various marketing projects. These templates include sections for task lists, status updates, task assignments, start and end dates, and budget tracking.
Different templates might be available depending on the specific needs of your marketing campaigns. Search for “Marketing Project Plan” in the Excel template gallery to find the one that best fits your project.In addition to Gantt charts and marketing plans, Excel also provides templates for various other project planning needs, including event
planning, resource management, and product development. By exploring Excel’s template gallery, you can find a template that suits the specific requirements of your project.If you're looking for more specialized or customized templates, consider exploring third-party sources. Websites like Vertex 42, Office Timeline, and Smartsheet offer a wide
range of project planning templates tailored to different industries and requirements. These templates often provide enhanced customization options to help manage your projects more effectively.By using these templates, you can ensure a more organized and efficient approach to project planning.While many project managers out there still use
Excel for project planning, does it stand the test of efficiency and effectiveness in the long is questionable.Excel’s usefulness as a to-do list or spreadsheet tool, its limitations in handling complex calculations, and tracking changes, and lack of automation capabilities make it less suitable for drafting comprehensive project plans.Here comes the
fundamental limitation of project management in Excel - time consuming and vulnerable to blunders.Documenting, updating, finding, and cross-checking your project plan in Excel consumes a lot of your time and effort. Moreover, due to being shared among multiple members, your project plan is susceptible to faults.Also, when different information
is scattered across different spreadsheets, and in the worst-case scenario, stored in various locations, information silos become an unavoidable repercussion.Managing and showing task dependencies in Excel workbooks is tricky and high-key.Because, again, we lack any built-in feature and need to start from scratch to define which task cannot
commence before the completion of another.For a timeline, you need to add an extra column defining the predecessor task for each task. And if you want to transform it into a visual representation, creating a Gantt chart using a stacked bar chart is the only possible way out.If you are a team of few members and customers, and you rarely handle
multiple projects altogether, Microsoft Excel can be enough for allocating and scheduling resources.But, there’s a twist.Excel falls short when it comes to your complex resource allocation needs, especially for robust capacity planning. You cannot utilize your available manpower because you simply cannot track your overallocated and underutilized
resources.Excel does not offer a dedicated reporting feature, however, it includes a variety of features and built-in templates that can be used to generate comprehensive reports. You must be wondering, if it has so much to offer, where does this flashback come from?Because, despite having charts, graphs, pivot tables, formulas, functions, and more,
Excel limits its functionality to generate complex data reports with less time and effort. Once your projects or team member count starts to increase, there is no turning back to Excel’s limited and intricate methods. Even if you attempt to stick to these old-fashioned intersections of rows and columns, you'll soon end up with a handful of Excel
spreadsheets and information scattered all around. Excel spreadsheets fail to support scalability and offer a comprehensive picture of project status and progress. Imagine you and your colleagues working on a shared Excel workbook and either one of you causes (intentionally or unintentionally) a blunder. And keeping a manual check on it becomes
too demanding.What comes next is a huge disappointment. Why?Despite having built-in Track Change, the feature is not robust enough to provide ultimate revision history control. Moreover, you can’t assess this functionality beyond shared workbooks.Excel doesn’t support real-time collaboration. Period. And if you think otherwise, then you my
friend, should give it a second thought. To some extent, it does offer some collaborative features, but is it enough?If you consider sharing Excel workbooks, providing access, and tracking down comments as collaborative metrics, then you should explore true essential collaborative capabilities. When it comes to effective and excellent project planning
and management, turning to efficient project planning tools is the only solution available that will make a difference. While Excel is a viable option for basic projects, ProofHub steps in as a robust project management software and collaboration tool, especially when dealing with large and complex projects. (Where Excel completely surrenders its
efficiency)The all-in-one solution seamlessly complements Excel with its advanced and intuitive infrastructure, offering solutions to many of the most complex limitations associated with Excel project planning.Project management is ProofHub’s forte. It eliminates Excel’s time-consuming and error-prone processes with its streamlined and efficient
platform to enhance the efficiency of your project planning process.This highly customizable platform eliminates the need to jump across various Excel sheets by centralizing everything you and your team need in a one-centralized platform.Manage tasks with ProofHubProofHub provides you greater control over your task management practice by
allowing you to not only create and assign tasks but also decide the order in which you want them to be executed. With ProofHub’s Gantt chart (need not be built from scratch), you can easily plan your tasks, visualize the dependencies between them, modify the plan without disrupting the task flow, and compare the progress against the pre-defined
timeline.While resource allocation is a continuous process, ProofHub aids you in streamlining this process by monitoring your team’s activity to neither overburden nor underutilize your team members. You can use resource reports and resource utilization reports to get a summarized overview of your resource’s entire activity and identify their
productivity levels. Also, ProofHub’s Calendar view is a great way to review your resource’s availability. Advanced insight reportingProofHub’s built-in reports curb Excel’s limitation of not being able to provide comprehensive reports. You can either use built-in reports or create custom reports as per your requirements.This way you can get an idea of
where your team'’s efforts are invested and how your work is progressing but make the most of those intricate details to make adjustments in your plan for successful project execution.ProofHub places greater focus on scaling up without causing stress. The flat pricing model of ProofHub is significant evidence of ProofHub’s commitment to

scalability. ProofHub’s easy-to-navigate interface allows you to add as many people as you want and handle as many projects as you can. Moreover, you can even collaborate with external stakeholders on ProofHub using a link, without requiring them to sign in.ProofHub eliminates the major Excel complication of not having a version control, by
providing complete access to version history. No more blame games, just a glance at the revision history.Also, you can easily identify the changes made, who made them, and when by following a few simple steps. Also, you can store various file versions and even restore them whenever required.Collaborate with your team instantlyCollaboration is a
seamless experience with ProofHub. It provides you with a dedicated space for collaborating on tasks, mitigating even the slightest scope of misunderstanding. Moreover, you can also utilize ProofHub’s built-in features, such as discussions, real-time chat, and much more to effectively collaborate with your team members. You can even annotate
directly on documents and decide a specific privacy level to safeguard your sensitive information.While creating a project plan in Excel is an effective and economical choice for smaller teams and projects, the complexities that accompany growing Excel sheets become naturally overwhelming.However, keeping in mind Excel’s limitations, ProofHub
emerges as a robust and specialized project management software for enhanced project planning.Not only does it ensure all-encompassing success but introduces efficiency to your operations, by centralizing task management, team management, resource allocation, seamless collaboration, and more.Lastly, no matter the choice you make, the key to
successful project planning still remains strategic planning, clear communication, and effective resource utilization.The essential elements of a project plan include -Project objectivesScope statementProject budget Project scheduleResource allocation planRisk assessment planCommunication planThe key to handling changes or delays in the project
plan is to stop the project from derailing. Fort that you need to - First, identify the root cause of the change or delay and assess the severity of the impact it can have on the success of your project plan. The next step is to communicate them to your stakeholders or the team members concerned to avoid unpleasant surprises. Once done, update your
project plan accordingly to meet your project plan objectives. Stay on top of the project to prevent further disruptions.Yes. There are two built-in Excel templates available - A marketing project plan ( dedicated Excel template for marketing teams) and a Gantt project planner for any type of project.You need not look elsewhere than ProofHub for
seamless and efficient project planning. With its robust project planning solutions, you can both maintain and update your project plan with minimalist efforts.To create a project timeline in Excel, you can either use the built-in template or create a Gantt chart in Excel.Excel works fine for individual users, beginners, and smaller teams with limited
projects to manage. Also, if you just want to analyze and modify your data, Excel is sure to satisfy your needs. We've compiled free action plan templates for project managers, businesses, strategists, and other teams and individuals. We've included editable templates with example copy to help you get started breaking down your strategy into
actionable steps to meet your goals. Included on this page, you’ll find many helpful action plan templates, such as a business action plan template, a project action plan template, a work action plan template, and more. Also, get tips for how to use action plan templates. An action plan is a step-by-step strategy designed to accomplish a specific goal or
objective. It outlines the specific actions to be taken, the resources required, the timeline, and the individuals or teams responsible for each task. An action plan template is a pre-designed format or structure that helps individuals or teams create an action plan. Use an action plan template as a framework to break down project goals into manageable
steps, assign responsibilities, and track progress. Smartsheet templates go beyond just a static spreadsheet and provide everything you need in one place. Easily manage your work with a familiar interface, beautiful dashboards, and intuitive reports, so everyone on your team is on the same page.Get Smartsheet Templates To write an action plan,
start by defining your project’s overarching goal, then break your goal down into smaller tasks, assign responsibilities, and set timelines for each task. Regularly monitor project progress, and adjust the plan as needed. To write an effective action plan, follow these steps: Define Your Goal: Clearly state the objective or goal you want to achieve,
ensuring it is specific, measurable, attainable, relevant, and time-bound (SMART). Identify Tasks: Break down your goal into smaller, manageable tasks that are necessary to achieve the overall objective.Set Timelines: Establish deadlines for each task, and determine the overall timeline for accomplishing the goal.Identify Resources: Determine the
resources required to complete each task effectively, such as tools, equipment, and personnel.Assign Responsibility: Allocate responsibility for each task to a specific individual, team, or department.Download an Action Plan Template: Use an action plan template to organize tasks, set priorities, and track progress towards your goal. Download an
editable action plan template to assist you in creating your action plan.Monitor Progress: Regularly monitor the progress made towards the goal and make necessary adjustments to the action plan.Measure Success: Define key performance indicators (KPIs) to measure progress towards the goal. There are several types of action plan templates
available, all designed to assist individuals or teams in developing a structured plan of action to achieve goals or objectives. Pick the template that best aligns with your organization’s needs.Explore these action plan templates to find the one that best fits your current project or goal: Action Item Templates: Use an action item template when you need
to keep track of specific tasks, responsibilities, and deadlines that are essential to completing a project or achieving a goal. These templates include a structured format for progress tracking, accountability assurance, and resource management.Corrective Action Plan Templates: Employ a corrective action plan template to diagnose and remedy issues
or problems encountered during a project or within a business process. These templates aid in promptly and effectively resolving issues, diminishing the risk of future complications, and enhancing overall performance.Performance Improvement Plan Templates: Consider a performance improvement plan (PIP) template to guide underperforming
employees in enhancing their work performance. A PIP template helps employees concentrate on particular improvement areas, while managers can provide support and guidance to facilitate better performance.Mutual Action Plan Templates: Use a mutual action plan template to encourage collaboration and consensus among individuals or teams
with a shared goal. These templates offer a structured format for detailing specific tasks, timelines, and resources needed from each party, assigning responsibility, and tracking progress towards the shared goal.Marketing Action Plan Templates: Utilize a marketing action plan template when creating a comprehensive plan to reach marketing goals
and objectives. These templates provide a structured format for detailing marketing strategies, tactics, timelines, and resources necessary to achieve these goals.Microsoft Word Action Plan Templates: A Microsoft Word action plan template is ideal when creating a customizable plan to achieve a particular goal or objective. This type of template saves
time and effort by providing a pre-designed format that can be modified to meet individual needs and specifications.Excel Action Plan Templates: Implement an Excel action plan template to organize and track tasks, timelines, and resources. These templates can assist individuals or teams in overseeing progress towards their goal, adjusting timelines
and resources, and ensuring the plan remains on track. A comprehensive action plan should include a clear goal, a breakdown of tasks, a timeline for completion, identification of resources and responsible parties, monitoring and evaluation plans, risk management strategies, and key performance indicators (KPIs). Although the specific parts may vary
depending on the goal or objective at hand, an action plan typically consists of the following eight components:Goal or Objective: Write a clear and specific statement of the goal or objective to be achieved. Tasks or Actions: Break down the goal into specific tasks or actions required to achieve the goal.Timeline: Create a timeline or schedule for
completing each task or action and for achieving the overall goal.Resources: Identify the resources needed to complete each task, including personnel, materials, and equipment.Responsibility: Assign responsibility for each task to a specific person or team.Monitoring and Evaluation: Develop a plan for monitoring progress towards the goal and
evaluating the effectiveness of the action plan.Risks and Challenges: Identify potential risks and challenges that may impact the successful completion of the action plan, and devise strategies for managing them.Key Performance Indicators (KPIs): Establish specific metrics to measure progress towards the goal and evaluate the success of the action
plan.By including these components in an action plan, individuals and teams can ensure that their action plans are comprehensive, well-structured, and actionable. The best action plans are clear, specific, and flexible enough to accommodate changes. They should serve as a roadmap to help everyone involved in the project understand what needs to
be done, who is responsible, and when tasks are expected to be completed.Here are some tips to keep in mind as you begin to draft your action plan: Set an Feasible Goal: Start by selecting an achievable goal and clearly defining your objective. Balance its significance with feasibility, considering the timeframe and resources available to
you.Brainstorm With Your Team: Engage your team when creating your action plan. Brainstorming can lead to a robust plan of action. In some cases, you might find valuable input comes from outside the immediate team.Opt for Concrete Action Steps: Opt for action steps that are concrete, measurable, and attainable. Aim for well-defined steps
instead of vague notions.Assign Responsibilities Clearly: Determine who is responsible for each action step and who will provide support. While supporters assist in the process, they are not responsible for the final outcome of an action step.Set a Clear Schedule: Establish a clear schedule for completing each action step. Whether your ultimate goal is
a short-term project or a multi-year endeavor, breaking down the timeline for each milestone is crucial.List Necessary Resources: Document all resources needed to complete your action steps. If you lack sufficient resources, include a strategy for their procurement.Regularly Review Your Plan: As your action plan unfolds, review and update it
regularly. Make necessary adjustments based on the tracking of your plan's progress.Keep Key Stakeholders Informed: Communicate with key stakeholders about the plan's progress and its impacts as it progresses. Clear communication ensures everyone stays aligned and informed. Download a Sample Simple Action Plan Template for Excel |
Microsoft Word | SmartsheetDownload a Blank Simple Action Plan Template for Excel | Microsoft Word | SmartsheetThis action plan template includes sections to plan for four goals, with the option to add more. Each goal further divides into action steps where teams can assign both a priority and a completion status to track progress. Include
start and end dates for each action, along with any relevant notes. This template is suitable for various uses including project management, event planning, and achieving business goals. Download a Sample Business Action Plan Template for Excel | Microsoft Word | SmartsheetDownload a Blank Business Action Plan Template for Excel |
Microsoft Word | SmartsheetThis action plan template can be used as a supporting tool to reach the goals in a business or marketing plan. The goal is clearly stated at the top of the template followed by action steps below. This template provides sections to record necessary resources, potential challenges and final results. The final result of an action
item could simply be a successful completion, or new steps may have been identified in the process. An action plan may have to be adaptive in order to reach business goals. Download a Sample Project Action Plan Template for Excel | Microsoft Word | Google Docs | Google Sheets | SmartsheetDownload a Blank Project Action Plan Template for
Excel | Microsoft Word | Google Docs | Google Sheets | SmartsheetKeep your project on schedule and evaluate its progress with this project action plan template. The template breaks down goals into separate sections along with their associated action steps. The timeline, expected outcome, ownership and evaluation methodology can be recorded
for each action step. Save the project template as a PDF and print for easy sharing with a team. Download a Work Action Plan Template for Excel | Microsoft Word | SmartsheetImplement this detailed work action plan template to help ensure success in your improvement efforts. The template allows you to clearly outline each step of your work
action plan along with important data. What resources are available or needed? Where are there points of resistance that need to be dealt with? What is your communications plan for each step? Including all of these factors in your action plan will help implementation go smoothly. Empower your people to go above and beyond with a flexible platform
designed to match the needs of your team — and adapt as those needs change. The Smartsheet platform makes it easy to plan, capture, manage, and report on work from anywhere, helping your team be more effective and get more done. Report on key metrics and get real-time visibility into work as it happens with roll-up reports, dashboards, and
automated workflows built to keep your team connected and informed. When teams have clarity into the work getting done, there’s no telling how much more they can accomplish in the same amount of time. Try Smartsheet for free, today. Try Smartsheet for Free Get a Free Smartsheet Demo One of the most important aspects of project
management that every project manager needs to understand is that your project plan can make or break your project. But sometimes, it’s difficult to know where to start when it comes to creating an action plan for your project. One of the most straightforward and reliable ways to create your project plan is to do it in Excel. Having a project plan in
Excel makes it super easy because everyone will be able to follow and access the plan, and the formatting possibilities within Excel will make your project much easier to manage. Plus, if you're a beginner project manager, Excel is a program that you’ve likely used before for other types of documentation and learning how to create an action plan in
Excel will be a breeze. Basics of Creating an Excel Action Plan The first thing to do when it comes to building an Excel action plan is to get your headers set up, without worrying about formatting yet. The easiest place to start with any documentation is just to get that information on the page. Then, once it’s all there, you’ll have a chance to format it
properly and set it up in a way that is easy to follow. But often, people get overwhelmed by formatting when it comes to Excel. So, take it back to the basics: Add headers for your Action Item, Start Date, End Date, etc. This will give you the base of your framework so that you can then build on that. How to Make It the Perfect Action Plan Next, you'll
want to think about formatting and actually populating your Excel action plan with that important information and adding formulas that make it super easy to manage. I want to teach you how to do all that, but let’s be honest... It’s a little easier to do that if I can just sit down and show you how to do it! So, follow me on over to YouTube and I'll show
you how to create a killer Excel action plan! If you want more step-by-step guides on all things project management, check out my SLAY Project Management online course where I take you through all the steps of successfully managing a process - including documentation - from start to close. You'll get every template you will need, along with
detailed video instructions on how to use them. -Adriana Here is a Free Excel Action Items Template to manage your action items using Excel Application. You can easily manage all the activities and action items with easy to use Excel Template. You can enter to do items and plans using ID, Action Item, Assigned to, Created on, Start Date, Due Date,
Priority, Progress, Status and Remarks field in our ready to use Excel Action Items Template. Free Excel Action Items Format is very easy to use and manage your project action items in Spreadsheet Application. What is an action items template An action items template is a document or tool used to track and manage tasks or actions that need to be



completed by a group or individual. It typically includes a list of action items, deadlines, responsible parties, and any additional notes or details related to the tasks. The template can be used in various settings, such as meetings, projects, or daily work, to ensure that everyone involved is aware of what needs to be done and by when. It helps to
promote accountability, clarity, and efficiency in task management. The specific format and content of an action items template may vary depending on the needs and preferences of the user or organization. Action Items Template is one of the most commonly used in Project Management. You capture all activities in Excel Action Item Tracker. You can
download our free action item excel template and easily manage all your activities in Excel. How to create Action Items Template Excel Creating an Action Items Template in Excel can be done using the following steps: Open a new Excel worksheet and create a table with the following column headers: Item, Description, Assigned To, Due Date, and
Status. In the Item column, list all the specific action items that need to be completed. In the Description column, provide a brief explanation of the task or action item. In the Assigned To column, list the person responsible for completing the task. In the Due Date column, set a deadline for when the task should be completed. In the Status column,
indicate whether the task is complete, in progress, or not yet started. Add any additional columns or information that may be useful, such as priority or notes. Apply formatting to make the table easy to read and navigate, such as color-coding or conditional formatting to highlight overdue tasks or completed tasks. Save the template as an Excel file
and use it to track and manage action items as needed. By following these steps, you can create an effective Action Items Template in Excel that will help you and your team stay organized and on track with your tasks and responsibilities. Elements of action items template An action items template is a document used to track tasks that need to be
completed, their priority, who is responsible for completing them, and their deadline. The specific elements that may be included in an action items template can vary depending on the specific needs of the project or organization, but here are some common elements: Task description: A brief description of the task that needs to be completed.
Priority: The level of importance of the task, such as high, medium, or low. Assigned to: The person or team responsible for completing the task. Due date: The deadline for completing the task. Status: The current status of the task, such as not started, in progress, or completed. Notes: Any additional information or details about the task, such as
resources required or potential roadblocks. Follow-up: Any actions that need to be taken after the task is completed, such as reporting back to a team or scheduling a follow-up meeting. Dependencies: Any tasks or actions that need to be completed before this task can be started. Progress updates: A space to track progress on the task and update the
status as it progresses. Completion date: The date the task was completed. Comments: Any additional comments or feedback related to the task. By including these elements in an action items template, you can ensure that all necessary information is captured and tracked in a centralized location, making it easier to stay organized and on track. How
to use this Template? Open the Template in Microsoft Excel Application and go to the ‘Action Items Template’ worksheet. Enter the details of Your Team Manager and Team Members. And Enter the Last Updated Date and Next Meeting time. Team Details Add your details in the Top section of the template Manager: Name of the Team Manager of
Project Manager, who is responsible for managing and delivering the Project. Team: Name of the Team working on the Project Last updated: Enter Date of the document updating Next Meeting: Enter the date of the next project meeting Action Items Enter the Activities in the Action Item Table in the template. you can list all you activities and all
details for each activity. You can Enter Activity Title, Person Responsible, Date of creation, Start Date, Due Date and Status. Action Item: Title of the activity or action item Assigned to: Responsible person to complete the activity Created on: Date of created Start Date: Date of when start working on the Activity Due Date: Due date to complete the
action item Priority: Priority Level of the Item: Low, Medium and High Progress: % of progress activity completed Status: Overall Status of the Activity: Open, In progress, Hold or Completed Remarks: You can enter any important information to track about the activity Download Free Action Items Template Excel Here is our free Excel Templates for
Action Items, You can download the file for free and use for tracking activities and action items. Please Let us know your feedback in the comments section below and help us to improve this templates. Download: Free Action Items Template for Excel



