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PROJECT NAME: Insert Project name here 

[image: ]Describe the Environment 

1. The text from the DESCRIBE ENVIRONMENT goes in here 

[image: ]
Intent and Objective 

2. The text from the INTENT goes in here
3. The text from the OBJECTIVE goes here  
[image: ]
Responsibilities and method  

4. Method. 
a. The text from Method goes in here 
5. Responsibilities.
a. The first task goes here
i. Who 
ii. When 
b. The second task goes here
i. Who 
ii. When 
c. The third task goes here
i. Who 
ii. When 
d. The fourth task goes here
i. Who 
ii. When 
[image: ]
Enablers and Resources


6. Enablers. 
a. The text from ENABLERS goes here
7. Resources. 
a. The text from ENABLERS goes here

[image: ]Coordination

8. The text from COORDINATION goes here.
9. The GANTT chart goes here. 
[image: ]

[image: ]Timings

10. Meetings.
a. Who
b. What
c. When
d. Where

11. Milestones.
a. [INSERT DATE]  - [Insert Milestone 1 text here]
b. [INSERT DATE]  - [Insert Milestone 2 text here]
c. [INSERT DATE]  - [Insert Milestone 3 text here]
d. [INSERT DATE]  - [Insert Milestone 4 text here]
e. [INSERT DATE]  - [Insert Milestone 5 text here]

12. Deadlines.
a. [INSERT DATE]  - [Insert Deadline 1 text here]
b. [INSERT DATE]  - [Insert Deadline 2 text here]
c. [INSERT DATE]  - [Insert Deadline 3 text here]
d. [INSERT DATE]  - [Insert Deadline 4 text here]
e. [INSERT DATE]  - [Insert Deadline 4 text here]

13. [bookmark: _GoBack]Authorised by:
a. Insert name
b. Insert position
c. Insert date
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image6.png




image7.png




image8.png
People Assigned % Complete 18 July 2018 August 2018
CLEF INC: Summer Concert 0% 81920 2122(2526/272829|2 3 4 5 6|9 10 11 12 1316 17 1819 20[23 24 25/2627(30 31| 1 2 3|6 7 8 9 10[13 14 15 16 17|20 21 22

¥ Book Musicians 0% JEEIIIIIm————. Book Musicians
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Decide on bands George . “_> Decide on bands
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Band contract signed Band, George @] <> Band contract signed

¥ Venue 0% JEEIE—— Venue

Research available venues Katie o [ | Research available venues

Venue site visits Katie [ Venue site visits

Decide on venue Katie @] > Decide on venue

Review contract Katie, Venue 0 Review contract

Venue contract signed Katie, Venue (@] “>  Venue contract signed
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¥ Promotion 0%
Website Jeremy 0 _ Website
Email blast Jeremy 0 [ | Emaiblast
Radio ads Brittany 0 Radio ads
Facebook ads Brittany 0 Facebook ads

¥ Tickets 0% JEEEEIIIIIIIIIIIImm————S— Tickets
)

Setup Ticketmaster Martha Setup Ticketmaster

Ticket sales open Martha 0 Ticket sales open

Ticket sales close Martha @] “>  Ticket sales close
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Concert night Band, Venue @] > Concert night
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