Work Plan Template
Project, team, individual and grant or programme work plans
1. Project work plan
	Project
	

	Owner
	

	Period
	

	Goal
	



	Objective
	Activity
	Responsible
	Start
	End
	Output
	Status

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	





2. Team work plan (quarter)
	Team
	

	Quarter
	

	Priorities
	Three



	Priority
	Activity
	Owner
	Due
	Measure of done
	Status

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



3. Individual work plan
	Name
	

	Role
	

	Period
	

	Manager
	



	Responsibility or goal
	Key activities
	Expected result
	Due
	Support needed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




Employee: ____________________________________________    Date: ______________
Manager: ____________________________________________    Date: ______________


4. Grant or programme work plan
	Programme
	

	Funder
	

	Period
	

	Goal
	

	Outcomes
	



	Output
	Activity
	Indicator
	Target
	Responsible
	Q1
	Q2
	Q3
	Q4
	Budget line

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	



Template from WorkIntel Hub (workintelhub.com). Free to use and adapt. Not legal advice.




