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Appendix 4.1 
Sample Work Plan 

Work Plan Period Start 
Date:           

  End  
  Date: 

PHASE I: Plan the Process 

STEPS ACTIVITIES PERSON(S) 
RESPONSIBLE 

 
DUE DATE 

 

STATUS 
 

(Not Started, In 
Progress, Complete) 

1. Review background materials.  
 

 
    

2. Determine the scope of your 
capacity assessment. 

 

 
 
 

   

3.  Gather data and information. 
 

    

4.  Interpret your findings. 
 

    

 
5.  Report the results. 

 

 
 
 

   


