Team Action Plan Structure

1. Objectives

e Define the main goals for the team
e List measurable outcomes

2. Team Members & Roles

Name Role Responsibilities
3. Action Steps

Action ltem Description Owner Deadline
4. Timeline

¢ Key milestones and expected completion dates

5. Resources Needed

6. Potential Challenges & Solutions

Challenge Proposed Solution

7. Progress Review & Evaluation

e How progress will be tracked and evaluated
¢ Review intervals

Status
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