
[PROJECT NAME] — PROJECT PLAN
[Company / Client]  •  Project manager: [Name]

Project start (Monday) 02/11/2026

Task Owner Start End Days Status % done 02/11 09/11 16/11 23/11 30/11 07/12 14/12 21/12 28/12 04/01 11/01 18/01

PHASE 1 — PLANNING
Kick-off meeting and goals [Name] 02/11/26 03/11/26 2 Done 100%
Requirements and scope sign-off [Name] 03/11/26 11/11/26 7 Done 100%
PHASE 2 — DELIVERY
[Task, e.g. Design] [Name] 12/11/26 25/11/26 10 In progress 60%
[Task, e.g. Build] [Name] 23/11/26 20/12/26 20 Not started 0%
[Task, e.g. Testing] [Name] 21/12/26 01/01/27 10 Not started 0%
PHASE 3 — LAUNCH
[Task, e.g. Training and handover] [Name] 04/01/27 10/01/27 5 Not started 0%
Launch / go-live [Name] 11/01/27 12/01/27 2 Not started 0%
Review and close project [Name] 18/01/27 22/01/27 5 Not started 0%

Set the project start date in the yellow cell; week columns and task dates follow it. Change any start or end date and the bars move. Green = done, blue = planned or in progress.
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