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Work planning sheet – New project start 

 

Project name  

Client name  

Project start date  

Project scope  

Target audience  

MEETINGS (date and time) 

Kick-off meeting   

Second meeting   

DEADLINES (+ team members in charge) 

Client approval  

Project timeline  

Budget estimate   

Feedback review  

Client update  

 

Notes: Improvements? Conflicts? Questions? 
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