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YEmployee, next 8 
meetings

Guidance/feedback 
from Dept. Manager

1. Present department report in 
weekly team meetings

Example
Public speaking

Status
(R/Y/G)

Responsibility 
and Timing

Resources/
support

Action required to close 
gap

Gap

Name:____________________     Date Developed: _____________    Date Last Revised: _____________

Status: Green – completed; Yellow – incomplete/plan in place to achieve objective; Red – not achieved/no plan in 
place


