	ANNUAL WORK PLAN



What will be done this period, who is accountable, when it is due and how it will be measured
	Document code
	[PL-___]
	Version
	1.0

	Date
	[DD/MM/YYYY]
	Document owner
	

	Approved by
	
	Area or process
	



1. Plan details
	Area or process
	[ ]
	Plan owner
	[ ]

	Period covered
	[ ]
	Version
	[ ]

	Date prepared
	[DD/MM/YYYY]
	Approved by
	[ ]



2. Purpose of the plan
[One or two sentences: what must have changed by the end of the period because of this plan.]
3. Scope
	What it covers
	[ ]
	What it does not cover (and who handles it)
	[ ]



4. Starting point
	Results of the previous period
	[ ]
	Carried-over open items
	[ ]

	Resources available
	[ ]
	Notes
	[ ]



5. Objectives and targets
	Specific objective
	Indicator
	Target
	Due date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



6. Activities and schedule
	Activity
	Owner
	Planned month or quarter
	Deliverable
	Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



7. Resources and support needed
	Resource or support
	What it is for
	Who arranges it
	When

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



8. Risks and assumptions
	Risk or assumption
	Effect if it happens
	Planned measure

	
	
	

	
	
	

	
	
	

	
	
	



9. Monitoring and control
	Review frequency
	[ ]
	Who reviews
	[ ]

	How progress is reported
	[ ]
	Where progress is recorded
	[ ]



10. Approval and signatures
The plan is reviewed on the follow-up dates and is adjusted, recording the change in the document control table.
	
PREPARED BY
Name, position and signature
	
APPROVED BY
Name, position and signature


	Once signed, file this document with its attachments in the area folder. Keep a copy for each of the signing parties.
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