
 
 

Action Plan 

Note: You can use this form as a planning tool to coordinate your event.   

Activity:  

What (Action Steps) Resources 
Needed 

Who is 
Responsible 

Deadline  Done  

List steps to complete the activity What will you need? Who is responsible 
for getting this 
step completed?  

Date 
Needed 

Checked 
off when 
done 

     
     
     
     
     
     
     
     
     
     

 


