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Action Plan Template · Beginner version
An action plan template turns a goal into specific actions with owners, deadlines, resources and measures, so everyone knows what to do next and progress is easy to
track.

Action plan · Goal: improve customer onboarding satisfaction from 7.1 to 8.0 by June

# Action Owner Start Due Priority

1 Survey customers about onboarding pain points J. Patel 2 Feb 2026 13 Feb 2026 High

2 Rewrite welcome email sequence M. Lee 9 Feb 2026 20 Feb 2026 Medium

3 Record three how-to videos S. Gomez 16 Feb 2026 6 Mar 2026 Medium

4 Review results and decide next steps Team lead 9 Mar 2026 10 Mar 2026 High


