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PARTICIPANT WORKSHEETS 
Strategic Planning for Victim Service Leaders 

Worksheet 5.1 

Action Plan 
Contents of Action Plan 

Goal: This is a goal from my strategic plan. 

Objective: This is an objective that supports the goal from my strategic plan. 

Action: The action is a task that will help achieve the objective. Some objectives will 
have more than one action. 

Owner: The owner of the action is the person who is accountable for ensuring that the 
action is completed. 

Timeline: The timeline shows the general timeframe in which the action needs to be 
addressed. 

Deadline: The deadline is the final date by which the action needs to be completed. 

Milestones: Milestones represent points along the way that will show that the action is 
making appropriate progress. 

Sample Portion of Action Plan 

Goal 

Objective 

Improve the application for benefits that clients complete 

Reduce the time it takes for a client to complete the application 

Action(s) Owner 
Timeline 

(with milestones and a 
deadline) 

1. Eliminate unnecessary 
questions. 

Program policy expert. Start: Jun 1st 

End: Jul 1st 

2. Simplify language of 
remaining questions. 

Nancy from HR (she has an 
English degree). 

Start: Jul 1st 

Draft for review: Aug 10th 

End: Sep 1st 

3. Make general 
appearance and layout of 
form more user-friendly. 

Ted (he knows basic graphic 
design). 

Start: Sep 1st 

Draft for review: Oct 15th 

End: Dec 1st 
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PARTICIPANT WORKSHEETS 
Strategic Planning for Victim Service Leaders 

Worksheet 5.1, continued 

Blank Action Plan Template 

Goal 

Objective  

Action(s) Owner Timeline (with milestones and a deadline) 

1. 

2. 

3. 
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