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Project Title:_______________________________

	PROJECT MILESTONES 
	End Date

	1. Finalize Action Plan
	

	2. Implement Action Plan
	

	3. Study Phase: Conduct 30, 60 and 90-day check-in meetings and make adjustments to the process and action plan
	

	4. Close action plan and transfer process maintenance to Process Owner
	

	5. Project reflection and lessons learned
	


	ACTION PLAN

	Item #
	Milestones(s) and Work Tasks
	Responsible Person (s)
	End Date
	Status*

	MILESTONE 1: 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	MILESTONE 2: 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	MILESTONE 3: 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	MILESTONE 4: 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	MILESTONE 5: Project reflection and lessons learned

	5.1
	Schedule project reflection session and secure meeting place
	Project Manager
	
	

	5.2
	Invite participants
	Project Manager
	
	

	5.3
	Conduct reflection session
	Facilitator
	
	

	5.4
	Send session summary to participants for review/comment
	PM or Facilitator
	
	

	5.5
	Finalize and share session results
	PM
	
	


* Insert notes and status code: Green – on schedule, Orange – in danger, Blue – significantly behind schedule.
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