[image: image1.jpg]


COAST Month Planner
Name:
Designation:




Place: 



Month:
​​
	You must do it at least 15 days before of NEXT month. Always examine the task whatever it is URGENT or IMPORTANT or which can be DELEGATED to others. Remember what is your responsibility (WHY YOU ARE HERE), you should not ABDUCT people while you delegate the task. Set a dateline; MOBILIZE yourself by ADVANCE PLANNING rather by a follow up pressure from someone.
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	1st Supervisor’s comments : 
	2nd Supervisor’s comments : 
	Prepared by 

(Sign & Date)

	HR Section

	Copies to: Executive Director, Personnel file

	Spend at least 3 hrs. to prepare this. Review weekly. Fill day utilization at month-end and do review on your accomplishment again , send this copy to your personnel file. 


