PROJECT ACTION PLAN
Phases · Tasks · Owners · Timelines

Project name: [Project title]
Project manager: [Name]
Start date: [Month Day, Year]
End date: [Month Day, Year]

PHASE 1 — PLANNING
	Step #
	Action / Task
	Owner
	Deadline
	Status
	Notes

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	



PHASE 2 — EXECUTION
	Step #
	Action / Task
	Owner
	Deadline
	Status
	Notes

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	



PHASE 3 — CLOSE
	Step #
	Action / Task
	Owner
	Deadline
	Status
	Notes

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	



RISKS & MITIGATIONS
Risk 1: [Description]
Mitigation: [Plan]

Present at project kick-off. Update weekly in your project tracker.




