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	THE OBJECTIVE IS:                              
	


	This action plan will start on (date): 
	

	The objective will be achieved by completing the following steps:
	Person Responsible
	Expected Start Date
	Expected Completion Date
	Resources Needed
	Actual Completion Date
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	Must Do
	Should do

	











	



	Could do
	Won’t do

	












	



Responsibility charting

	
	Person/Job role

	
Step
	

	
	
	
	
	

	


	
	
	
	
	
	

	


	
	
	
	
	
	

	


	
	
	
	
	
	

	


	
	
	
	
	
	

	


	
	
	
	
	
	

	


	
	
	
	
	
	



Key : 	R 	– Overall responsibility                          S – must support			C – must be consulted
	A 	– must approve                                      I – must be informed

What 


Who


How


Why
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