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Plan of Action Template 

▪​ Name of the applicant:  

▪​ Email:  

▪​ Phone number:  

▪​ Name of the position you’re applying for:  

 

[Dear applicant, as we are aware that writing down a Plan of Action 

can be a hard thing to do especially for new members, this template 

was provided in order to make things easier for you. As you can see 

this template contains a table for you to fill, in order to help you to 

write down your Plan of Action in a way that is organized and to guide 

you while you prepare your plan by providing you the parameters that 

you need to think of before applying]. 

Goals 

(What major 

accomplishments do you 

want to fulfill? What major 

areas do you intend to work 

on?) 

Objectives 

(What are the specific steps that 

you need to take to achieve your 

goal?) 

Action Points and 

Timeline 

(What are you going to do exactly 

to achieve your objectives and by 

when do you intend to do so?) 

Potential Obstacles 

(What are the risks and 

challenges that may impede 

your progress? And what’re your 

proposed solutions?) 

Expected 

Outcomes/Results 

(How will fulfilling this goal 

benefit KMSA and its 

members?) 
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