
PROJECT PLANNER

© 2022 Michael Sheargold Project Planner

Key Chunks/Areas Action Steps Who When

1.

2.

3.

4.

5.

Project:

Leader: 

Team:

Start Date:                                                              Complete Date:         
 
Meeting Strategy/Frequency: 
 
  
Main Motivation: 
 
           



Contact Project Manager
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Type Date Discussion Points Details F/up

Type: C = Phone Call, E = Email, N = Note, M = Meeting, L = Letter, Z = Zoom, T = Text


