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1. Project Charter Template

Project Name:
Project Manager:
Client/Stakeholder:
StartDate: ___ End Date:

Objectives:

e List 3-5 clear objectives
Scope:
o Define what is included and excluded in the project

Deliverables:

e ltem1
e |tem 2
e Item 3

Key Milestones:

Milestone Target Date
Example mm/dd/yyyy
Approval:

Project Sponsor Signature:

Owner

Name

RSQUARED



2. Risk Assessment Matrix

Risk Likelihood Impact Mitigation
Description (Low/Med/High) (Low/Med/High) Strategy
Example: Medium High |dentify
Vendor backup
delay vendor

Instructions: List potential risks early, assess their likelihood and
impact, and write a short strategy to manage each risk.
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3. Meeting Agenda Template

Meeting Title:
Date/Time:
Facilitator:
Participants:

Agenda Topics:
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Decisions Made:
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Retrospective/Summary:

List the final retrospective or summary here. This will serve as a
reiteration of the results of the event with the actions following this area.
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Action Items:

Task Due Date
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Footer

Smith Creatives — Project Management Toolkit (Sample Document)



