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INSTRUCTIONS
A work plan is a detailed outline of every activity necessary for a project to be completed. Please provide a completed work plan that clearly outlines proposed activities, responsible parties, a timeline of the proposed activities, anticipated outputs, and necessary processes associated with achieving the project/initiative’s goals.

HOW TO USE THIS TEMPLATE
Please follow the guide below to understand how to use this template and how to construct a work plan. You will start by identifying your overall goal(s) before moving into providing the details on how you plan to achieve the goals. 
Updating the Work Plan - When submitting progress reports to the Center, you will be asked to provide an updated work plan that illustrates the project/program’s implementation progress. When updating the work plan, provide the following:
· Status: Select the current status of the activity from the drop down. If none of the available choices match your desired response, simply type in your own. This section can be left blank in the initial proposal. 
· Comments – Share additional information on the activity as appropriate.
	Project name
	Click or tap here to enter text.
	Workplan drafted on: Click or tap to enter a date.
	Workplan updated on: Click or tap to enter a date.




	Goal 1
	Write or copy/paste your first project goal.


	Goal 2
	Write or copy/paste your first project goal.


	Goal 3
	Write or copy/paste your first project goal.


	Goal 4
	Write or copy/paste your first project goal.


	Goal 5
	Write or copy/paste your first project goal.




Goal


1) Identify goals you hope to accomplish by implementing the proposed project or program and write it in the box labeled “goal.”


Objective





Activity


1) List the activities or key action steps to accomplish the objective(s). Activities answer the question, “Specifically, how will we achieve this objective?”


2) There should only be one goal per box. You will need to copy/paste additional sections if you have more than five main goals.





1) For each goal, provide a specific objective(s) on how the listed goal will be achieved. 


2) Objectives should be in SMART format. For examples or to learn more about SMART objectives, click here. 








2) For each activity, provide the following:


Expected outcomes: Describe the end result of this activity.


Outcome measures: List measures you will collect to track your progress on this activity. 


   -Start date: Provide the date you intend to


End date:  Provide the date you intend to complete this activity.


  This includes listing what services will be provided, what will be done and how. Several activities may be implemented in support of one objective.





  There should only be one goal per box. If you have more than 5 main goals, you will need to copy/paste additional sections. 





Person/Area Responsible: List the person(s) or team responsible for performing the activity.





3) To add another objective, click "Insert New Objective?" and then the "+" that appears.





3) To add another activity, click "Insert New Activity?" and then the "+" that appears.





    start this activity. 
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