Action Plan By Week Worksheet

After completing the Action Plan Worksheet, you may opt to translate your plan into a
weekly plan. It’s a matter of personal preference. Feel free to use the template provided
below or use another method that fits your personality.
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Action Plan By Week Worksheet

EXAMPLE
Actual
Completion
Week Action Step Person Assigned Date
April 18-22 | Outline, write and proofread content for Home Page Coco
April 18-22 | Outline, write and proofread content for About Us Page Coco
April 18-22 | Outline, write and proofread content for Programs Page Coco
April 18-22 | Outline, write and proofread content for Contact Us Page Coco
April 25-29 | Investigate options for putting a “Contact Form” onto the Contact Us Coco
Page
April 25 -29 | Determine what | would want to have included on the Contact Us Coco

Form (Name, email, etc.)
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Action Plan By Week Worksheet

Week

Action Step

Person Assigned

Actual
Completion
Date
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