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Project Planner 
	Name of Project:
	

	Project start date and end date: 
	

	Department:
	

	Project and Accountability Manager :
	

	Project team members: 
	

	Description and Purpose of Project 

	

	Describe what success looks like? (and Three goal tiers if relevant)  

	

	Key dates (including drafts and meeting check points) 

	
	Day 
	Date 
	What 
	Who 
	Complete? 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




	Proposed Budget (if relevant)   

	
	Item / Area 
	Budget 
	Actual 
	-/+ 
	Total 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




	

	Relevant Procedures / Policies / Resources   

	
	Name 
	Added to Systems PlayBook? 
	Final files added to Hard Drive / Cloud? 

	Relevant finalised Project Plan Template 
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




	Accountability Tracker    

	
	Action completed 
	Y / N 

	Added End Date to the Online Calender
	

	Added End Date to the Office Calender 
	

	Created Trello Cards with checklist of actions and due dates 
	

	Added Key dates to Accountability planner 
	

	
	




	Review and Reflections   
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