
 

 

 

 

 

 

 

                        Action Plans 
 

The defiŶitioŶ of aŶ AĐtioŶ PlaŶ: A seƋueŶĐe of steps that ŵust ďe takeŶ, oƌ aĐtiǀities that 
ŵust ďe peƌfoƌŵed ǁell, foƌ a stƌategǇ to suĐĐeed.  AŶ aĐtioŶ plaŶ has thƌee ŵajoƌ eleŵeŶts 
;ϭͿ SpeĐifiĐ tasks: ǁhat ǁill ďe doŶe aŶd ďǇ ǁhoŵ. ;ϮͿ Tiŵe hoƌizoŶ: ǁheŶ ǁill it ďe doŶe. ;ϯͿ 
ResouƌĐe alloĐatioŶ: ǁhat speĐifiĐ fuŶds aƌe aǀailaďle foƌ speĐifiĐ aĐtiǀities. Also Đalled aĐtioŶ 
pƌogƌaŵ. 
 

OŶe of the ďiggest pƌoďleŵs ǁith aŶǇ tǇpe of plaŶŶiŶg, stƌategiĐ plaŶŶiŶg iŶ paƌtiĐulaƌ, ofteŶ 
steŵs fƌoŵ the faĐt that Ǉou ŵaǇ haǀe ďeĐoŵe fatigued alƌeadǇ ďǇ all the steps that led up to 
ŶailiŶg doǁŶ Ǉouƌ goals aŶd Đouƌses of aĐtioŶ.  IŶ faĐt, ǁe haǀe ŵet ĐlieŶts that go thƌough 
the aĐtiǀities ŶeĐessaƌǇ to aĐhieǀe gƌeat ƌesults, ďut theǇ staƌt to fizzle out aŶd doŶ’t ĐoŶĐeŶ-
tƌate ĐaƌefullǇ oŶ this last step, iŶstead thiŶkiŶg ͞I kŶoǁ the outĐoŵe I ǁaŶt, ǁƌitiŶg doǁŶ 
the detail of the steps I’ŵ goiŶg to take aƌeŶ’t as ĐƌuĐial.͟  We ĐouldŶ’t disagƌee ŵoƌe. 
 

Be aǁaƌe, too, that Ǉouƌ ĐoŵŵitŵeŶt to aŶǇ plaŶ of aĐtioŶ oƌ loŶgeƌ-teƌŵ goal iŶĐludes Ŷot 
oŶlǇ takiŶg affiƌŵatiǀe steps, ďut also ŵeasuƌiŶg the ƌesults of Ǉouƌ aĐtioŶs to assuƌe theǇ 
haǀe satisfied theiƌ iŶteŶded puƌposes. 

 

BreakiŶg dowŶ the three ŵajor eleŵeŶts further, your ActioŶ PlaŶ should iŶclude: 

 The goal;sͿ that aƌe to ďe aĐĐoŵplished.  

 The steps to oďtaiŶ those goals that aƌe to ďe aĐĐoŵplished. 

 Hoǁ eaĐh aĐtioŶ step ĐoŶtƌiďutes to the oƌgaŶizatioŶ's oǀeƌall stƌategiĐ goals. 

 Hoǁ eaĐh aĐtioŶ step ĐoŶtƌiďutes to the oƌgaŶizatioŶ’s oǀeƌall stƌategiĐ goals. 
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;CONTINUEDͿ 
 

• Hoǁ those ƌesults ǁill ďe aĐhieǀed 

 

• WheŶ the ƌesults ǁill ďe aĐhieǀed ;oƌ tiŵeliŶes foƌ eaĐh oďjeĐtiǀeͿ.   
       You should ďe a speĐifiĐ as possiďle ďut ƌeŵeŵďeƌ the dates doŶ’t  
       ŶeĐessaƌilǇ haǀe to ďe Đaƌǀed iŶ stoŶe. 
 

• Who is ƌespoŶsiďle foƌ ǁhat steps ;if Ǉou aƌe delegatiŶg, iŶ ǁhiĐh  
       Đase Ǉou Ŷeed to ŵake suƌe to oǀeƌsee eǀeƌǇoŶe’s effoƌts as ǁellͿ. 
 

• ResouƌĐe alloĐatioŶ – ǁhat ƌesouƌĐes aƌe ŶeĐessaƌǇ? 

 

A feǁ points to Đonsider in taking the aďoǀe steps: 
 

 Make suƌe the oďjeĐtiǀes aƌe speĐifiĐ aŶd ŵeasuƌaďle. 
 

 While ideŶtifǇiŶg the oďjeĐtiǀes, keep askiŶg ͞Aƌe Ǉou suƌe Ǉou ĐaŶ do this?  ;AŶd if Ŷot, is 
theƌe soŵeoŶe ǁho ĐaŶ.Ϳ 

 

 As iŶ iteŵ 5 aďoǀe, ƌeŵeŵďeƌ the tiŵeliŶe doesŶ’t haǀe to ďe set iŶ stoŶe – it ĐaŶ ďe deǀi-
ated fƌoŵ if appƌopƌiate – ďut deǀiatioŶs should ďe uŶdeƌstood aŶd eǆplaiŶed. 

 

*** 

 

 

 

 

 

 

 

“Make suƌe the 
oďjeĐtiǀes aƌe 
speĐifiĐ aŶd 
ŵeasuƌaďle. 
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Masterful Quotes 

"Keep on going, and the chances are that you will stumble on something, 
perhaps when you are least expecting it. I never heard of anyone ever 
stumbling on something sitting down."      

        - Charles Kettering 

http://www.goodreads.com/author/show/6862034.David_Moffett
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5 Quick Sŵall BusiŶess HR Tips 
 

1. Know, Understand, and Follow HR Regulations and Law: From the very first 
day an employee is hired, there are laws and regulations covering payroll, employee 
discrimination and harassment, and termination... just to name a few. There are sev-
eral online resources to help small businesses know, understand, and follow these 
HR regulations and laws.  

2. Keep HR Files Organized and Confidential: It’s important to keep employee 
files organized and confidential. Ideally there should be two files for each employee: 
a personnel file and a confidential file. 

Items to include in the personnel file are things like the employee’s resume and origi-
nal job application, salary records, transfers, job evaluations, and any disciplinary 
actions. Items to include in the confidential file are medical records, leave requests,  
I-9 forms, payroll records, and reference checks.  

3. Make Payroll on Time: It may sound like a given to stay up to date and timely 
with payroll, but many small businesses struggle to make payroll on time because of 
disorganization. Stay organized with payroll systems and make sure to hand out 
paychecks on a consistent basis, at the same time each period. Timesheets can 
help keep track of vacations and sick time, and there are several online manage-
ment programs that help small businesses stay organized and be prepared for tax-

time. 

4. Create an Employee Manual: An employee manual explains your company's 
policies and procedures and communicates your expectations to employees. It also 
helps protect your business in the event of a dispute. 

5. Lay the Foundation for Being an "Employer of Choice": Being an "Employer 
of Choice" means that candidates are eager to work for you, that people look up to 
your employees, that you receive unsolicited resumes, and that your most talented 
employees stay with your business throughout their careers. It's a coveted status. It 
signals your company's brand is top-notch. And, when your company brand is high, 
it's much less expensive to recruit and retain key employees.  

Any employer - whether a small business, a start-up, or a nonprofit - can become an 
Employer of Choice. It's not just reserved for the big dogs. In fact, where small busi-
nesses may lack resources, they make up by having a unique, tight-knit, and "I can 
make a difference here" culture.  

*** 


