	[Company Name]
[Street Address], [City, State ZIP]
[Phone]  ·  [Email]  ·  [Website]
	TEAM TASK ASSIGNMENTS
Sheet  [01]


	



	TEAM
[Team Name]
	MANAGER
[Name]

	PERIOD
[MM/DD – MM/DD/YYYY]
	REVIEW DAY
[Friday]



	#
	TASK
	OWNER
	START
	DUE
	HRS
	STATUS
	DEPENDS ON

	1
	[Task]
	[Name]
	[MM/DD]
	[MM/DD]
	[4]
	Not started
	—

	2
	[Task]
	[Name]
	[MM/DD]
	[MM/DD]
	[6]
	In progress
	1

	3
	[Task]
	[Name]
	[MM/DD]
	[MM/DD]
	[2]
	Done
	—

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



STATUS KEY
	
	



	☐  Not started
	☐  In progress
	☐  Waiting / blocked
	☐  Done



	Weekly Review
	[What finished, what slipped, and what needs reassigning]







