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	PROJECT TITLE
	
	

	Title

	PROJECT DURATION
	
	

	MM/DD/YY - MM/DD/YY

	PROJECT OVERVIEW
	
	

	Describe the project overview.

	

	TEAM OBJECTIVES

	OBJECTIVE 1

	TEAM RESPONSIBILITIES

	List the team members who are responsible for this objective. Specify their roles and contributions.

	ACTIVITIES

	Describe the tasks or activities your team must perform to achieve this objective.

	OUTCOMES

	List all the expected outcomes or deliverables related to this objective. 

	OBJECTIVE 2

	TEAM RESPONSIBILITIES

	List the team members who are responsible for this objective. Specify their roles and contributions.

	ACTIVITIES

	Describe the tasks or activities your team must perform to achieve this objective.

	OUTCOMES

	List all the expected outcomes or deliverables related to this objective. 

	TEAM COLLABORATION

	

	COMMUNICATION CHANNELS

	MEETINGS
	Specify the frequency and format of your team meetings.

	MESSAGING PLATFORMS
	List your preferred communication platforms.

	COLLABORATION TOOLS
	Specify your tools for sharing documents, tracking progress, etc.

	TEAM COORDINATION

	TASK ASSIGNMENT
	Specify the frequency and format of your team meetings

	DEADLINE MANAGEMENT
	List your preferred communication platforms

	FEEDBACK MECHANISM
	Specify your tools for sharing documents, tracking progress, etc.



	NOTES

	

	Additional notes, reminders, or specific instructions. Include any specific team guidelines or resources.

	 





	DISCLAIMER

Any articles, templates, or information provided by Smartsheet on the website are for reference only. While we strive to keep the information up to date and correct, we make no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, suitability, or availability with respect to the website or the information, articles, templates, or related graphics contained on the website. Any reliance you place on such information is therefore strictly at your own risk.
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