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Action Plan Methodology — Outline

A. Assess the Problem
1. Describe the problem
e Write a brief description of the problem
e  Consider the problem in its broad context
e  Gather information to support your
assessment
2. Identify causes
e  Consider what factors might have caused or
contributed to your problem
e Some relevant factors might be macro in
nature, while others might be micro
e Askyourself “why” those factors exist until
you have identified the root causes
3. Understand effects
o Identify stakeholders, the persons, groups,
organizations, or systems that affect or are
affected by your problem
e  Look outward, upward, and inward
e Consider how stakeholder is affected by and
perceives the problem
4. Consider priorities
e  Assess your problem prospectively
e Consider the risks if you do not address the
problem
e Consider the benefits that will be realized if
you do find and implement a solution
e  Consider your readiness to deal with the
problem
5. State the problem precisely
e Convey the essence of the problem in one or
two sentences
e Make sure that you are stating the problem,
not describing your proposed solution!

B. Develop a Solution
1. Establish a goal
e  Visualize the situation that will exist when
your problem has been solved—your
preferred outcome
e Translate it into a clearly-defined, SMART
goal: specific, measurable, actionable,
realistic, and time-bound
2. Consider alternatives
e Think in broad terms about the alternatives
available to you for reaching your goal
e  Select the alternative that you consider most
promising
e If you cannot decide between two or more
alternatives, work through the next two steps
for each alternative and then decide
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3. Outline the plan
e List a few big steps that you think will need
to be done to implement your preferred
alternative
e Determine the appropriate sequencing of
these steps
e For each of the steps, identify potential
barriers and enablers
4. Assess key stakeholders
e Identify the key stakeholders with the power
to hinder or help your plan
e Think about the problem, your preferred
outcome, and your plan for achieving it
from the point of view of each key
stakeholder, analyzing advantages and
disadvantages using the four-box model
e  Consider alternatives if your approach seems
likely to face significant resistance from key
stakeholders
5. Detail the action plan
e Break up each main step in your outline into
a number of smaller steps
e  Be detailed enough so that you can make a
reasonable estimate of the time and
resources
e  Determine the timing of each step, including
sequencing and target dates at which each
step will start and be completed
e Identify who will be responsible for
completing each step
e  Estimate the human, financial, and physical
resources that will be needed to complete
each step
e  The plan itself should be SMART!
6. Evaluate the plan
e  Take an overall look at your plan to assess
whether it is worth doing
e Consider timing, resource availability, and
riskiness
e If the key risks are realized, what might you
do in response?
e Prepare a contingency plan, if appropriate

Implement the Plan

Sell the plan

Establish the governance structure
Create the working plan

Manage the project team

Provide accountability
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