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Action Plan: W(hat) W(ho) W(hen) 
Action plans are critical to document, and they make all action items planned by yourself or your team 
visually available. Use the plan to sketch out details for a project—either one currently underway or 

something you’d like to accomplish. 

 

What Who When (WWW) Action Plan 

Project Description:  

WHAT 
Action/Commitment 

WHO 
Responsibility 

WHEN 
Deadline 

   

   

   

   

   

   

   

   

   

   

   

   

   

 


