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(SOP) STANDARD OPERATING PROCEDURE

TITLE/CODE: 1.7 Performance Action Plan                DATE: _________________

	WHY?
	Why am I documenting this procedure?
	Every action is proceeded by a performance action plan, to create a way to consistently plan each activity or project, 

	WHO?
	Who will ultimately be responsible for this procedure?
	Anyone who is trying to complete a plan or project, 

	WHAT?
	What are the key elements of this procedure?
	Create a road map of what needs to be done and in what order, to be able to share your plan and have other people assist you, to hand off the project to someone else at any time for completion, to create a sense of urgency in the project, to create a check list of things to do, 

	HOW?
	How is the procedure done? Step by Step.
	1. Study and review the PAP Template
2. Learn it

3. Use it

4. Teach it

5. 
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