THE WORLD’S EASIEST 
PROJECT PLANNER
How do you know when this project will be complete? 

By what date will this project be complete? 

In order to complete this project, what do you need to learn? 

Who do you need to help you complete this project? 

List each project milestone with the To-Do’s required to complete the milestone along with who is responsible for each To-Do item and the due date. When the task is complete, check the box in the Complete column.  
      Milestone 1: 





     Date To Be Completed: __________
	To-do
	
	 Responsible
	Due date
	Complete

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐


Add more rows as needed. 

      Milestone 2: 





      Date To Be Completed: __________

	To-do
	
	 Responsible
	Due date
	Complete

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐


Add more rows as needed. 

      Milestone 3: 





     Date To Be Completed: __________

	To-do
	
	 Responsible
	Due date
	Complete

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐


Add more rows as needed. 

      Milestone 4: 





      Date To Be Completed: __________

	To-do
	
	 Responsible
	Due date
	Complete

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐


Add more rows as needed. 

      Milestone 5: 





     Date To Be Completed: __________

	To-do
	
	 Responsible
	Due date
	Complete

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐


Add more milestones as needed. 
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