
Action	  Plan	  and	  Monthly	  Report	  
Branch:	  

Branch	  Manager:	  	  
Month	  and	  Year:	  

	  
The	  sum	  of	  all	  4	  quarters	  should	  add	  up	  to	  100%.	  

	  
Q1-‐OCT-‐DEC	   	   	   Q2-‐JAN-‐MAR	   	   	   Q3-‐APR-‐JUN	   	   	   Q4-‐JUL-‐SEP	  

Staff	  Training:	  	  	  

	  
Goal	  

	  
Action	   Responsibility/Monitoring	  

Timeline	  
Estimated	  %	  of	  
Completion	  

Actual	  %	  of	  
Completion	  

Q1	   Q2	   Q3	   Q4	   Q1	   Q2	   Q3	   Q4	  
State	  your	  goal(s)	  
	  

State	  the	  process	  that	  will	  be	  undertaken	  to	  achieve	  
your	  goal.	  

Who	  is	  responsible	  for	  implementing	  and	  
carrying	  out	  the	  action	  and	  who	  is	  overseeing	  
the	  completion	  of	  goal.	  

	   	   	   	   	   	   	   	  

State	  your	  goal(s)	  
	  

State	  the	  2nd	  process	  that	  will	  be	  undertaken	  to	  
achieve	  your	  goal.	  

Who	  is	  responsible	  for	  implementing	  and	  
carrying	  out	  the	  2nd	  action	  and	  who	  is	  
overseeing	  the	  completion	  of	  goal.	  

	   	   	   	   	   	   	   	  

State	  your	  goal(s)	  
	  

State	  the	  3rd	  process	  that	  will	  be	  undertaken	  to	  
achieve	  your	  goal.	  

Who	  is	  responsible	  for	  implementing	  and	  
carrying	  out	  the	  3rd	  action	  and	  who	  is	  
overseeing	  the	  completion	  of	  goal.	  

	   	   	   	   	   	   	   	  

	  

Additional	  optional	  information	  blurb	  about	  current	  state	  of	  this	  category-‐	  	  	  issues	  or	  needs.	  

• Additional	  Training:	  	  
o Any	  training,	  including	  in-‐house,	  system-‐wide,	  or	  staff	  development.	  	  	  

• FMLA:	  	  
o Status	  of	  staff	  on	  FMLA.	  

• Personnel	  issues/staffing:	  	  
o Staffing	  and	  personnel	  issues	  including	  new	  hires,	  promotions,	  vacancies.	  	  	  
o Include	  any	  counseling	  (Do	  not	  use	  names,	  just	  position	  titles.)	  

• Major	  Committees/Projects:	  	  	  	  
o Staff	  involvement	  in	  committee	  work,	  system-‐wide	  projects.	  

• Furlough	  Update:	  
o Furlough	  days	  used	  during	  this	  month	  

	  



Fiscal	  Operations:	  	  	  

	  
Goal	  

	  
Action	   Responsibility/Monitoring	  

Timeline	  
Estimated	  %	  of	  
Completion	  

Actual	  %	  of	  
Completion	  

Q1	   Q2	   Q3	   Q4	   Q1	   Q2	   Q3	   Q4	  
State	  your	  goal(s)	  
	  

State	  the	  process	  that	  will	  be	  undertaken	  to	  achieve	  
your	  goal.	  

Who	  is	  responsible	  for	  implementing	  and	  
carrying	  out	  the	  action	  and	  who	  is	  overseeing	  
the	  completion	  of	  goal.	  

	   	   	   	   	   	   	   	  

State	  your	  goal(s)	  
	  

State	  the	  2nd	  process	  that	  will	  be	  undertaken	  to	  
achieve	  your	  goal.	  

Who	  is	  responsible	  for	  implementing	  and	  
carrying	  out	  the	  2nd	  action	  and	  who	  is	  
overseeing	  the	  completion	  of	  goal.	  

	   	   	   	   	   	   	   	  

State	  your	  goal(s)	  
	  

State	  the	  3rd	  process	  that	  will	  be	  undertaken	  to	  
achieve	  your	  goal.	  

Who	  is	  responsible	  for	  implementing	  and	  
carrying	  out	  the	  3rd	  action	  and	  who	  is	  
overseeing	  the	  completion	  of	  goal.	  

	   	   	   	   	   	   	   	  

	  

Additional	  optional	  information	  blurb	  about	  current	  state	  of	  this	  category-‐	  	  	  issues	  or	  needs.	  

• Errors	  Addressed	  

Collection:	  	  	  

	  
Goal	  

	  
Action	   Responsibility/Monitoring	  

Timeline	  
Estimated	  %	  of	  
Completion	  

Actual	  %	  of	  
Completion	  

Q1	   Q2	   Q3	   Q4	   Q1	   Q2	   Q3	   Q4	  
State	  your	  goal(s)	  
	  

State	  the	  process	  that	  will	  be	  undertaken	  to	  achieve	  
your	  goal.	  

Who	  is	  responsible	  for	  implementing	  and	  
carrying	  out	  the	  action	  and	  who	  is	  overseeing	  
the	  completion	  of	  goal.	  

	   	   	   	   	   	   	   	  

State	  your	  goal(s)	  
	  

State	  the	  2nd	  process	  that	  will	  be	  undertaken	  to	  
achieve	  your	  goal.	  

Who	  is	  responsible	  for	  implementing	  and	  
carrying	  out	  the	  2nd	  action	  and	  who	  is	  
overseeing	  the	  completion	  of	  goal.	  

	   	   	   	   	   	   	   	  

State	  your	  goal(s)	  
	  

State	  the	  3rd	  process	  that	  will	  be	  undertaken	  to	  
achieve	  your	  goal.	  

Who	  is	  responsible	  for	  implementing	  and	  
carrying	  out	  the	  3rd	  action	  and	  who	  is	  
overseeing	  the	  completion	  of	  goal.	  

	   	   	   	   	   	   	   	  

	  

Additional	  optional	  information	  blurb	  about	  current	  state	  of	  this	  category-‐	  	  	  issues	  or	  needs.	  

• Any	  additional	  weeding	  projects	  that	  do	  not	  fall	  into	  the	  goals	  listed	  above.	  
• Displays	  this	  month:	  

	  
	  



Facility:	  	  	  

	  
Goal	  

	  
Action	   Responsibility/Monitoring	  

Timeline	  
Estimated	  %	  of	  
Completion	  

Actual	  %	  of	  
Completion	  

Q1	   Q2	   Q3	   Q4	   Q1	   Q2	   Q3	   Q4	  
State	  your	  goal(s)	  
	  

State	  the	  process	  that	  will	  be	  undertaken	  to	  achieve	  
your	  goal.	  

Who	  is	  responsible	  for	  implementing	  and	  
carrying	  out	  the	  action	  and	  who	  is	  overseeing	  
the	  completion	  of	  goal.	  

	   	   	   	   	   	   	   	  

State	  your	  goal(s)	  
	  

State	  the	  2nd	  process	  that	  will	  be	  undertaken	  to	  
achieve	  your	  goal.	  

Who	  is	  responsible	  for	  implementing	  and	  
carrying	  out	  the	  2nd	  action	  and	  who	  is	  
overseeing	  the	  completion	  of	  goal.	  

	   	   	   	   	   	   	   	  

State	  your	  goal(s)	  
	  

State	  the	  3rd	  process	  that	  will	  be	  undertaken	  to	  
achieve	  your	  goal.	  

Who	  is	  responsible	  for	  implementing	  and	  
carrying	  out	  the	  3rd	  action	  and	  who	  is	  
overseeing	  the	  completion	  of	  goal.	  

	   	   	   	   	   	   	   	  

	  

Additional	  optional	  information	  blurb	  about	  current	  state	  of	  this	  category-‐	  	  	  issues	  or	  needs.	  

	  
• Report	  on	  any	  ongoing	  facility/maintenance	  issues:	  
• Supply	  budget	  balance:	  
• IT	  concerns:	  

	  

Programming	  and	  Outreach:	  	  	  

	  
Goal	  

	  
Action	   Responsibility/Monitoring	  

Timeline	  
Estimated	  %	  of	  
Completion	  

Actual	  %	  of	  
Completion	  

Q1	   Q2	   Q3	   Q4	   Q1	   Q2	   Q3	   Q4	  
State	  your	  goal(s)	  
	  

State	  the	  process	  that	  will	  be	  undertaken	  to	  achieve	  
your	  goal.	  

Who	  is	  responsible	  for	  implementing	  and	  
carrying	  out	  the	  action	  and	  who	  is	  overseeing	  
the	  completion	  of	  goal.	  

	   	   	   	   	   	   	   	  

State	  your	  goal(s)	  
	  

State	  the	  2nd	  process	  that	  will	  be	  undertaken	  to	  
achieve	  your	  goal.	  

Who	  is	  responsible	  for	  implementing	  and	  
carrying	  out	  the	  2nd	  action	  and	  who	  is	  
overseeing	  the	  completion	  of	  goal.	  

	   	   	   	   	   	   	   	  

State	  your	  goal(s)	  
	  

State	  the	  3rd	  process	  that	  will	  be	  undertaken	  to	  
achieve	  your	  goal.	  

Who	  is	  responsible	  for	  implementing	  and	  
carrying	  out	  the	  3rd	  action	  and	  who	  is	  
overseeing	  the	  completion	  of	  goal.	  

	   	   	   	   	   	   	   	  

	  

Additional	  optional	  information	  blurb	  about	  current	  state	  of	  this	  category-‐	  	  	  issues	  or	  needs.	  



	  

Date Staff	  Member Location Contact Purpose #	  Reached

0 Total	  Attendance	  = 0

Outreach

#	  of	  Programs	  =

	  

Program	  Title
Staff	  Member	  or

Performer
Date

Intended	  
Audience

Attendance

#	  of	  programs	  = 0 Total	  Attendance	  = 0

Special	  Programs

	  

Program	  Title Staff	  Member
Week	  1	  

Attendance
Week	  2

Attendance
Week	  3

Attendance
Week	  4

Attendance
Week	  5

Attendance
Subtotals

0

0

0

0

0

# of Programs = 0 Total Attendance = 0

Adult	  Programs

	  



Program	  Title Staff	  Member
Week	  1	  

Attendance
Week	  2

Attendance
Week	  3

Attendance
Week	  4

Attendance
Week	  5

Attendance
Subtotals

0

0

0

#	  of	  Programs	  = 0 Total	  Attendance	  = 0

Young	  Adult	  Programs

	  

Program	  Title Staff	  Member
Week	  1	  

Attendance
Week	  2

Attendance
Week	  3

Attendance
Week	  4

Attendance
Week	  5

Attendance
Subtotals

0

0

0

0

0

0

#	  of	  Programs	  = 0 Total	  Attendance	  = 0

Children's	  Programs

	  

Other:	  

• Anything	  that	  does	  not	  fall	  into	  any	  of	  the	  above	  categories.	  


