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The Action Plan App

Filter by code,
actionee/lead,
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Action Required / Objectives

‘What does the future plan (Sep-Dec) look like?
‘What does BAU look like?

‘What teams do we still need/want to engage with?

Deliverables
Plan to end of year
Blueprint for BAU

Resources Needed
HP | KE

Impact / Dutcomes

There is also a report that
you can run named Action
Plan Report.

This includes all columns

a e o @

Due Date Update/Comments

of data that have been
input. You can filter on
various options

14 Aug 21 Confirmation that everyone
knows what is expected of them
and what they will be covering.
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Adding Actions

Click the ‘+’ icon and then
select Action Plan

We enter monthly
status updates for
PMO projects as this
is our reporting
period

Select the relevant Project or Enter as much information as you
Workspace you want to add to need to and press Save

Add Action Plan
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CANCEL NEXT

There are only a small

number of required fields
— Actions can be as
detailed as you need
them to be
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Updating Actions

Make quick edits

wherever you see
the pencil appear
on hover
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Click on the action plan
Name to open the plan in

. Bere g g
» Build plan into schedule / comms & engagement calendar spreadsheet

IR full. You can make edits to
all sections here. You can
H_ighlight any text to " also close the action plan

bring up a menu. Use in the top right corner.

the Strikethrough
function to show
actions have been =
completed

Potential Risks
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Recommended Use

It can be confusing having different planning options available,
but Action Plans are optional. We recommend the following:

 Milestones

* High-level or key
tasks that enable
the project to
progress

e Formal document

Action Plan

e Tasks required to
achieve key tasks
and milestones in
the project

e Tasks that sit outside
of a project

e Can be used for BAU

To Do List

e [temised list of
actions needed

e [tems that sit
outside of a project

e Can be used for BAU
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