Work plan: [Name]
	Owner
	[Name or job title]

	Period
	[Start date] to [End date]

	Last updated
	[Date]



Goal
[What this plan will achieve, with a number and a date.]
Deliverables
1. [Something you will finish or hand over]
1. [Deliverable]
1. [Deliverable]
Tasks
	Task
	Owner
	Due
	Status

	1. [Task, starting with a verb]
	[Name]
	[Date]
	Not started

	2. [Task]
	[Name]
	[Date]
	Not started

	3. [Task]
	[Name]
	[Date]
	Not started

	4. [Task]
	[Name]
	[Date]
	Not started

	5. [Task]
	[Name]
	[Date]
	Not started

	6. [Task]
	[Name]
	[Date]
	Not started



Resources and budget
[People, tools and money this needs, and who approves spending.]
Risks to watch
1. [What could go wrong], and [what you will do about it]
1. [Risk], and [response]
How we will track it
[Where progress is shown, how often it is reviewed, and who reports it.]


How to use this template
1. Write the summary and goals first. Give every goal a measure, a target and a date, such as “enquiries from about 15 to 30 a month by June”.
2. Fill in every highlighted part. Remove the highlighting when you are done (select all, then set the highlight color to none).
3. Say what is out of scope, so the plan does not quietly grow.
4. Give every task one owner and a due date. Two names usually means nobody. Leave some slack between dates.
5. Delete what does not apply, such as the budget table for a personal plan, instead of leaving it empty.
6. Update it every week. Change the status of each task, and change the version and date when the plan itself changes.
7. Delete this page before you share the plan. 

Free template from coavon.com/templates/work-plan-template. How to write a work plan: coavon.com/blog/work-plan
