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Action plan template
An action plan, also referred to as an action register, is an essential tool for charities to track tasks to ensure accountability, transparency, and follow-through on key decisions. 
Charities can use this action plan template alongside our meeting minutes template. Meeting minutes should cover essential details, such as the date, attendees, apologies, decisions made, actions required, and responsibilities.
The action plan should provide more detail for each required action, including:
· a brief description of the action required
· who is responsible for that action
· due dates and other key dates
· status (if the action is pending, in progress, or completed)
· the relevant meeting date and minutes
You can also use the action plan to document any matters arising – topics or action items from previous meetings that require follow up or further discussion.
Action plan – example: 
	Action item
	Meeting date and minutes
	Issue/task
	Action required
	Due date
	Assigned to
	Status

	1
	1 March 20XX / 
Minute item 4.3
	Our process on managing conflicts of interest is not documented.
	Create and implement a conflicts of interest policy
	1 June 20XX
	CEO/ Secretary 
	In progress
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