
Project Task Tracking Template Example
Projects Deliverable(s) Cost / Hours 

At 
risk Status Priority Deadline Task Description Assigned 

to Deliverable % 
Done Fixed Cost Estimated 

Hours 
Actual 
Hours 

MM/DD/YY Project name 

No Complete High MM/DD/YY Task 1 Task description Bert D. 100% $550.00 

No In Progress High MM/DD/YY Task 2 Task description Verda L. 80% $450.00 

Yes Overdue High MM/DD/YY Task 3 Task description Jamal C. 30% $325.00 

Not 
Started Medium MM/DD/YY Task 4 Task description 0% $0.00 

On Hold Low MM/DD/YY Task 5 Task description 10% 

Project name 

Needs 
Review Task 1 

Approved Task 2 

Task 3 

Task 4 

Project name 

Task 1 

Task 2 

Task 3 

Task 4 



Project Task Tracking Template
Projects Deliverable(s) Cost / Hours 

At 
risk Status Priority Deadline Task Description Assigned 

to Deliverable % 
Done Fixed Cost Estimated 

Hours 
Actual 
Hours 



Projects Deliverable(s) Cost / Hours 

At 
risk Status Priority Deadline Task Description Assigned 

to Deliverable % 
Done Fixed Cost Estimated 

Hours 
Actual 
Hours 

Provided by Smartsheet, Inc.



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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