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Tool 3: Planning & Execution Effectiveness Worksheet


Rate each element per section from 1 to 5 (1=very bad, 5=very good)
Here is an example of rating scale guide:
1. Major challenge 
2. Weak practice 
3. Functional but inconsistent 
4. Strong practice 
5. High-performing practice 
At the end of each section, calculate the final score by simply adding the scores of all questions and dividing by the number of questions.
Interpretation:
· 1 – 2:  Major challenge 
· 3:         Functional but not consistent 
· 4 – 5:  Strong practice

SECTION A — Planning Quality

	Planning Elements
	Rating (1–5)
	Proposed Action for Improvement

	Team goals are clear and understood
	
	

	Weekly/monthly priorities are well defined
	
	

	Tasks are aligned with organizational goals
	
	

	Roles and responsibilities are clearly assigned
	
	

	Deadlines are realistic and communicated on time
	
	

	Risks are identified and anticipated
	
	

	Total Score & Interpretation
	
	




SECTION B — Implementation & Execution

	Planning Elements
	Rating (1–5)
	Proposed Action for Improvement

	Tasks are completed on time
	
	

	Workload is balanced across team members
	
	

	Team members have the resources needed
	
	

	Collaboration during execution is effective
	
	

	Problem-solving is proactive
	
	

	Total Score & Interpretation
	
	




SECTION C — Monitoring & Follow-up

	Planning Elements
	Rating (1–5)
	Proposed Action for Improvement

	Progress is monitored regularly
	
	

	Check-in meetings are structured and useful
	
	

	Performance indicators are used consistently
	
	

	Risks or delays are reported early
	
	

	Total Score & Interpretation
	
	





SECTION D — Evaluation & Learning

	Planning Elements
	Rating (1–5)
	Proposed Action for Improvement

	Lessons learned are documented
	
	

	There is space for feedback and reflection
	
	

	Team members apply lessons learned
	
	

	Successes are celebrated
	
	

	Total Score & Interpretation
	
	




SECTION E — Reporting & Accountability

	Planning Elements
	Rating (1–5)
	Proposed Action for Improvement

	Reports are accurate and timely
	
	

	Data is complete and reliable
	
	

	Reports inform decision-making
	
	

	Responsibilities for reporting are clear
	
	

	Total Score & Interpretation
	
	





[image: ]
image1.png
] STRATEGIES!




image2.png




image3.svg
            


