SAMPLE ACTION PLAN
	Name of Employee:



	Job Title:


	
	

	Department:




	Line Manager/Supervisor:


	

	Improvement notice issued? YES/NO [insert date and duration]

	

	Date Action Plan to commence:

	

	Review Dates:  [put in set dates or time periods eg, weekly, fortnightly]

	

	Planned Training/Coaching/Support: [insert details of events and dates set]

	

	Job Description available?  If yes, attach to plan.

	

	Is job description accepted/agreed?  YES/NO* 


	List of Actions 

	

	Itemise/details target to be reached
	Date to achieve target

	Examples only below
	

	1
	Increase the call rate of effective calls as per the Sales Rep job description to 7 per day
	June 2011

	2 
	Bring company record cards up to date to include mobile numbers 
	End of March 2011

	3 
	Submit weekly sales reports by Friday at 12 noon every week to xx 
	Immediate

	4
	Plan and execute 2 liaison visits to existing customers per week
	Immediate

	5
	Re-write the xx product brochure for publication
	End of April 2011

	6
	Update sales figures on line and circulate to sales team members


	End of each quarter (first one due 31 March 2011)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


*[if the job description is not agreed and differences cannot be resolved seek advice from your advisor as this could be a contractual dispute]

