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WHERE…�
Project Brief:


�
�






What are the challenges you will need to overcome if this is to be a successful project? Identify your particular concerns or issues related to the project.


As the project you can also use this spate for any new challenges or issues thus giving a simple status update.





Define the project – what is the project about and what are you looking to achieve and by when?





NOW…�
Challenges/Current Status:


�
�
























Project Plan


Date


















































The status column keeps track of the progress of each action.  We use a number to signify the % complete and a colour (the three traffic light colours - red, amber or green) to indicate whether progress is satisfactory or not.








Identify the actions that will achieve the project brief, assign responsibilities and deadlines.  This should be done at the start of the project.








HOW…
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Complete a one page project plan for each project that comes out of the business plan.





No


Action


By Whom


By When


Status
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