Action Planning Worksheet

Name:

Date:

Role/Team:

Review Benchmarking Results

Key Areas Identified for Improvement

List the areas where you and/or your team identified gaps or opportunities for
development based on the insight assessment resulfs.

Area of Focus

Current
Rating

Ideal
Rating

Priority
(High/Med/Low)
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Set Clear Goals

For each priority area, define a specific goal. Use the SMART criteria (Specific,
Measurable, Achievable, Relevant, Time-bound).

Area of Focus

Specific Goal Deadline

Success Indicator

Action Steps

For each goal, outline actionable steps you will take to achieve it. Consider what
resources, support, or training might be needed.

Goal

Action Steps

Resources Needed

Responsible
Person

Timeline
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Identify Potential Obstacles and Solutions

Consider what challenges might arise and how you will address them.

Potential Obstacle

Solution/Contingency Plan

Accountability and Check-Ins

Plan regular check-ins with a colleague, coach, or supervisor to review progress and
adjust the plan as needed.

Check-in Date

Review Focus

Notes/Feedback
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Reflect and Adjust

Reflect on progress made and adjust your plan as needed.

1. What has been successful so far?

2. What challenges have you encountered?

3. What changes will you make moving forward?
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Celebrate Wins

Identify ways to acknowledge your progress and celebrate milestones, both individually
and as a feam.

Milestone Achieved Celebration or Recoghnition
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