Task Planning Worksheet
This worksheet is designed to help organize and allocate tasks efficiently. It’s suitable for managing chores, professional assignments, or specific projects that need consistent attention. Customize it to suit your particular needs.
Tips for Effective Task Planning
- Be prepared: Approach task planning with a sample plan, sufficient time, and an open mind.
- Communicate clearly: Discuss roles and responsibilities openly to ensure clarity.
- Leverage strengths: Assign tasks based on strengths to improve efficiency and satisfaction.

Step 1: List All Regular Tasks
Write down all the tasks that need to be completed regularly. Include tasks that are currently being managed well and those that require improvement.
- ____________________________________________
- ____________________________________________
- ____________________________________________
Step 2: Categorize Tasks by Frequency
Daily Tasks
- ____________________________________________
- ____________________________________________
- ____________________________________________
Weekly Tasks
- ____________________________________________
- ____________________________________________
- ____________________________________________
Monthly Tasks
- ____________________________________________
- ____________________________________________
- ____________________________________________
Quarterly Tasks
- ____________________________________________
- ____________________________________________
- ____________________________________________
Annual Tasks
- ____________________________________________
- ____________________________________________
- ____________________________________________
Step 3: Assign Responsibilities
Discuss and decide who will handle each task. Use the table below to record assignments clearly.
	Task
	Assigned To
	Checklist

	
	
	

	
	
	

	
	
	


Step 4: Team Member Task Breakdown
Team Member #1: ___________________
- ____________________________________________
- ____________________________________________
Team Member #2: ___________________
- ____________________________________________
- ____________________________________________
Team Member #3: ___________________
- ____________________________________________
- ____________________________________________
Step 5: Review and Finalize
- [ ] Review task assignments with all team members.
- [ ] Confirm that each person understands their responsibilities.
- [ ] Agree on deadlines and check-in points.

*Suggestion: Consider completing this worksheet verbally as a group or individually first, and then consolidate answers into a master copy.

Checklist Legend:
- [X] Task Assigned: Ensure every task is allocated.
- [X] Completed on Time: Track deadlines.
- [X] Follow-Up (if needed): Use this for tasks requiring additional steps or reviews.
