
  
 

Key Responsibility / Project Plan 
 
 
Name of Project / Key Responsibility: __________________________________________   
 
Desired Result / Goal: ______________________________________________________   
 
________________________________________________________________________  
 
Target Date / Frequency: _________________________________________________________ 
 
 

Action Steps   (earliest date first) 
Est. 
Time 

By 
When 

By 
Whom 

Tick when 
completed 
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