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(Sample)  90-Day Action Plan 

Competency #17 Proactive 

Goal  
Describe what you 
want to adjust 

To become more proactive. 

Benefits of achieving 
the goal 
 

 Being able to identify when I need to take action and understanding how to determine 
what action to take without an abundance of planning. 

 Being recognized as a leader in pressure situations when action is needed or a new 
course needs to be set. 

Obstacles to 
achieving the goal 
 

 I sometimes fail to pick up on clues or information that could be critical. 
 I know that issues affecting goals require action, but I am more comfortable waiting, 

procrastinating. 
 I usually need and want more information before taking action; I can suffer from 

paralysis by analysis. 
 I find it hard to focus and follow through on urgent actions. 
 When I am under pressure, I can confuse the “important” and the “urgent.”  

Resources to use in 
achieving this goal 
 

 Entrepreneur EDGE™ Profile 
 MBTI® and/or TAIS® 
 Personal coach 
 Organization’s HR department 
 Trusted colleagues 

Specific Action Steps 
 

Step Action Due Date 

1.  Take a personality inventory (e.g., MBTI®) to help identify when I act 
and when I may procrastinate. 

2 weeks 

2.  Use a “due diligence” process that encourages consideration of a 
multitude of factors and consequences.   
(This may mean involving others—perhaps forming a team of 
experts/advisors to go through the process with me.) 

4 weeks 

3.  Determine to weigh all the costs and potential consequences and take 
action.  
Balance this evaluation process against any window of opportunity and 
first-mover advantages. 

Now 

4.  Use a coach to help minimize paralysis by analysis.  The coach can help 
me recall instances when I was successful even though I had to make 
decisions without all the facts. 

2 weeks 

5.  Realize that I am not the only one who can do it right—delegate; trust 
that others can take on some of the work. 

Now 

6.  Prioritize the highest order critical issues.  I will list these based on an 
importance ranking (e.g., 1 to 5, 5 being most critical). I will use tools 
such as SWOT Analysis to identify the issues. 

Now 

Benchmarks 
(How will you know 
you are making 
progress?) 

 Secured the use of a personal coach 
 MBTI® taken and results understood 
 Support team in place 
 Using SWOT and Due Diligence regularly 
 Daily list of to-dos based on criticality 

Accountability 
Partner 

HR manager 
My Business Advisor with the Small Business Development Center  

 


