Workplan Introduction and Key Terms

A workplan is a clear, concise description of the steps and projected timeline that will lead to the fulfillment of each activity in your proposed project. We highly suggest referring to your Logic Model for a starting point of goals and activities. 

Project Goals reflect the overall impact of your project. What is the outcome or benefit you want to achieve? Please include 2+ goals in your workplan.

Project Activities are the steps and actions you will take to fulfill the project goal. Please include 3+ activities per goal.

As a note, you may add more goals, or activities than the recommended amount, but please try to condense them as much as possible to ensure that the workplan is feasible.

A sample workplan can be found at the end of this document for your reference.

End workplan template instructions.



Workplan Template
Period of Performance: February 1, 2025 to February 1, 2028
Grant Kickoff Period Required: February 1, 2025 – April 1, 2025 (do not add activities here)
	Project Activity
	Staff Responsible
	Q4: 4/1-6/30/25
	Q1: 7/1-9/30/25
	Q2: 10/1-12/31/25

	Q3: 1/1-3/31/26
	Q4: 4/1-6/30/26
	Q1: 7/1-9/30/26
	Q2: 10/1-12/31/26

	Q3: 1/1-3/31/27
	Q4: 4/1-6/30/27
	Q1: 7/1-9/30/27
	Q2: 10/1-12/31/27
	Q3: 1/1-2/1/28

	1. [Project Goal]
	[insert responsible staff here]
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data

	i. [Project Activity]
	[insert responsible staff here]
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data

	2. [Project Goal]
	[insert responsible staff here]
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data

	i. [Project Activity]
	[insert responsible staff here]
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data







Workplan Example
Period of Performance: February 1, 2025 to February 1, 2028
Grant Kickoff Period Required: February 1, 2025 – April 1, 2025
	Project Activity
	Staff Responsible
	Q4: 4/1-6/30/25
	Q1: 7/1-9/30/25
	Q2: 10/1-12/31/25

	Q3: 1/1-3/31/26
	Q4: 4/1-6/30/26
	Q1: 7/1-9/30/26
	Q2: 10/1-12/31/26

	Q3: 1/1-3/31/27
	Q4: 4/1-6/30/27
	Q1: 7/1-9/30/27
	Q2: 10/1-12/31/27
	Q3: 1/1-2/1/28

	1. Establish Mobile Outreach Program for gender-affirming health care services
	M. Garcia, T. Jones, E. Davis
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	i. Purchase and identify needed supplies
	T. Jones
	X
	X
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data

	ii. Train staff
	E. Davis
	No data
	X
	X
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data

	iii. Develop marketing and promotional materials
	M. Garcia, T. Jones
	No data
	X
	X
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data

	iiii. Provide services to clients
	E. Davis
	No data
	No data
	No data
	X
	X
	X
	X
	X
	X
	X
	X
	X

	2. Build Provider Capacity
	J. Huang, M. Lewis, T. Jones 
	No data
	No data
	X
	X
	X
	X
	X
	X
	X
	X
	X
	No data

	i. Develop outreach and contact strategy
	J. Huang, T. Jones
	No data
	No data
	X
	X
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data

	ii. Develop educational materials and training sessions
	M. Lewis
	No data
	No data
	X
	X
	No data
	No data
	No data
	No data
	No data
	No data
	No data
	No data

	iii. Train capacity building facilitators
	M. Lewis
	No data
	No data
	No data
	X
	X
	No data
	No data
	No data
	No data
	No data
	No data
	No data

	iiii. Facilitate capacity building sessions
	M. Lewis, J. Huang
	No data
	No data
	No data
	No data
	X
	X
	X
	X
	X
	X
	X
	No data

	iv. Evaluate training programs annually
	J. Huang
	No data
	No data
	No data
	No data
	No data
	X
	No data
	No data
	No data
	X
	No data
	No data



