Work Plan Template

	Name:
	
	Line Manager:
	  

	Last updated:
	
	Review Date:
	


	
	Key Tasks
	Actions required to Complete
	Date to be completed
	Tracking

	1. 
	
	
	
	

	2. 
	
	
	
	

	3. 
	
	
	
	

	4. 
	
	
	
	

	5. 
	
	
	
	


	Not started - NS


	On track - OT
	Needs work - NW
	At risk - AR
	Completed- C


	Not started - NS


	On track - OT
	Needs work - NW
	At risk - AR
	Completed- C
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