Action planning

This document includes different ways of action planning.  Hopefully you will find one that works for you or at least take elements of some of them and incorporate this into your usual planning process.
First steps

For any goal you should have an action plan to help you work towards achieving it.  The following aims to kick start this process.  Start by stating what your overall goal is…
My goal is…
Now on to action planning; it is important to include the following in any action plan:
What action(s) you are going to take

How much you are going to do

When you are going to take action

How many days a week/ month you plan to take action

Example:

This week I will run (WHAT) 5 miles (HOW MUCH) before work (WHEN) two times (HOW MANY)

Complete the following:

This week I will…

-------------------------------------------------------------------------------------------------(WHAT)

-----------------------------------------------------------------------------------------(HOW MUCH)

-------------------------------------------------------------------------------------------------(WHEN)

--------------------------------------------------------------------------------(HOW MANY DAYS)

How committed and motivated are you to this action plan on a scale from 0-10 (10 being the highest)?

What would increase your motivation and commitment?  How can you use this to help yourself?
Daily action plan and review
	Day
	Actions
	Comments
	Did you achieve your action plan?

	Monday
	
	
	

	Tuesday
	
	
	

	Wednesday
	
	
	

	Thursday
	
	
	

	Friday
	
	
	

	Saturday
	
	
	

	Sunday
	
	
	


Weekly action plan
List actions for the next four weeks and tick these off as you achieve them. 

	Action to start w/c…
	Actions in order (from ‘monthly goal setting’)
	Target date
	Actual date
	Related long-term goal/milestone

	Week 1


	
	
	
	

	Week 2
	
	
	
	

	Week 3
	
	
	
	

	Week 4
	
	
	
	


Daily/ weekly prioritising

	Important & urgent


	Important & not urgent



	Not important & urgent


	Not important & not urgent




	Actions
	Details / progress measurement tools; where possible quantify your actions, e.g. how much you are going to do
	When and where you are going to take action


	How many days a week/ month you plan to take action
	Related long-term goal/milestone
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