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Tool Overview: Use this fillable template during team action-planning sessions to break CCoT priorities down into manageable, accountable steps using the Plan-Do-Study-Act framework.
Activity & Goal Overview
	Selected Activity / Goal
	[bookmark: Text1]     

	Target Completion Date
	[bookmark: Text2]     



Action Planning & Implementation Matrix (PLAN / DO)
Identify the specific actionable items needed for the team to complete the selected activity and assign responsible team members.
	Action Steps (Activity Planning — PLAN / DO)
	Person(s) Responsible (Which team member(s) lead this item?)
	Target Date
	Status

	Step 1:
[bookmark: Text3]
     
	[bookmark: Text4]     
	[bookmark: Text5]     
	[bookmark: Check2]|_| Pending 

[bookmark: Check1]|_|Complete

	Step 2:
[bookmark: Text6]
     
	[bookmark: Text7]     
	[bookmark: Text8]     
	|_| Pending 

|_|Complete

	Step 3:

[bookmark: Text13]     
	[bookmark: Text10]     
	[bookmark: Text9]     
	|_| Pending 

|_|Complete

	Step 4:
[bookmark: Text14]
     
	[bookmark: Text11]     
	[bookmark: Text16]     
	|_| Pending 

|_|Complete

	Step 5:
[bookmark: Text15]
     
	[bookmark: Text12]     
	[bookmark: Text17]     
	|_| Pending 

|_|Complete





Progress Monitoring & Continuous Improvement (STUDY / ACT)
Evaluate how the activity went using data metrics, summarize accomplishments, and determine your next steps.
	Phase
	Evaluation & Reflection Questions
	Team Notes & Summary

	Progress Monitoring

(STUDY)
	How will the action steps be evaluated?

What data metrics, survey feedback, attendance numbers, or outcome benchmarks will you review?
	[bookmark: Text18]     

	Progress & Accomplishments Summary

(ACT)
	Summarize findings and identify next steps:

What worked well? What do findings show? What changes or next steps will the team take moving forward?
	[bookmark: Text19]     
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