Grant/Project Action Plan 

	Project Name
	

	Team Lead & Contact Info
	

	Team Members
	

	Problem or Mission
	

	Project or SMART Goal (specific, measurable, attainable, realistic, time-limited)
	

	Target Completion Date
	
	Target scope and reach (Who and how many) 
	

	Objectives
	
	
	
	

	Person Responsible
	
	
	
	

	Starting Point
	
	
	
	

	End Point
	
	
	
	

	Due Date
	
	
	
	


	
Target date for activity/completion of Plan                                    Target number of guests/participants served ___________________________
How will we know it’s accomplished? _____________________________________________________________________________	

STEP 1: Brainstorm Resources Needed using SCHEMES acronym – LIST EVERYTHING YOU WILL NEED:
	Space (Location, number of seats, layout, parking, services)
	

	Cash (funding, what’s being charged to generate revenue)
	

	Helpers/People (number of staff/volunteers/other groups)
	

	Equipment (purchased, borrowed, rented, already owned)
	

	Materials (consumables, inventory, marketing collateral)
	

	Expertise (vendors, entertainment, consultants, partner orgs.) 
	

	Systems (technology, software, existing infrastructures, such as involvement of Inn, Campground, Gate, Grounds, DNR, )
	

	Other notes:





STEP 2: Analyze and Delegate Action Steps
	Action Steps
	By Whom
	By When
	Resources and Support
Available/Needed
	Deliverable and how we’ll know it’s done

	What needs to be done?
	Who’s responsible?
	By what date will the action be done?
	Resources Available
	Resources Needed (financial, human, political, and other)
	Describe what should be produced for the step, and 
how we’ll know it’s done.

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	[bookmark: _GoBack]LAST STEP should ALWAYS be EVALUATE THE PROJECT 
1. What went well?
2. What didn’t go well?
3. What needs to be changed for next time.
4. What needs to be done with any money/supplies/tasks
	
	
	
	
	


	
	Project Team Contact List

	Team Member
	Phone
	Email
	Address
	Notes

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



