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Single Project Tasks Template

What is Single Project Tasks Template?

The Single Project Tasks Template (SPTT) is a framework used in project management to
organize and structure single-project tasks. It's a useful tool for project managers, team
members, and stakeholders to ensure that all necessary information is captured and tracked
throughout the project lifecycle.

Here are the key components of the SPTT:

1. Project Description: A brief overview of the project, including its objectives, scope, and
deliverables.
2. Task Name: A unique identifier for each task, often in the format “Task X: Y” (e.g., Task
- 1: Design Concept).
3. Task Description: A detailed explanation of what needs to be accomplished, including
specific requirements, constraints, and assumptions.
4. Responsibility: The person or team responsible for completing the task.
5. Start Date and End Date: The expected start and end dates for the task.
6. Dependencies: Any tasks that must be completed before this task can begin (i.e.,
predecessor tasks).
7. Predecessor Tasks: A list of tasks that need to be completed first, in the order they
should be finished.
8. Successors: A list of tasks that will depend on the completion of this task.
9. Estimated Effort: An estimate of the time and resources required to complete the task.
10. Progress: A tracker for monitoring the task's progress, often measured as a percentage
complete or using specific metrics (e.g., “30% complete”).
11. Status: The current status of the task, such as “In Progress,” “On Hold,” or “Completed.”
12. Notes: Any additional information or comments relevant to the task.

Using the SPTT helps ensure that all tasks are well-defined, tracked, and managed throughout
the project lifecycle. It also enables effective communication among team members,
stakeholders, and sponsors by providing a clear understanding of each task's requirements,
dependencies, and progress.
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Project Information

e Project Name:

* Project Manager:
e Start Date:

e End Date:

ALMBoK.com - https://almbok.com/


https://almbok.com/tag/project?do=showtag&tag=project
https://almbok.com/tag/management?do=showtag&tag=management
https://almbok.com/tag/pm?do=showtag&tag=pm
https://almbok.com/tag/sptt?do=showtag&tag=sptt
https://almbok.com/tag/workflow?do=showtag&tag=workflow
https://almbok.com/tag/scheduling?do=showtag&tag=scheduling
https://almbok.com/tag/resources?do=showtag&tag=resources
https://almbok.com/tag/communication?do=showtag&tag=communication

Last update:
2024/07/16 18:30

project:templates:single_project_tasks_template https://almbok.com/project/templates/single_project_tasks_template

Task List

TOOlTaSk o Team YYYY-MM-DD YYYY-MM-DD Not Started/In
description member Progress/Completed

To02 K Team YYYY-MM-DD YYYY-MM-DD NOt Started/In
description member Progress/Completed

Milestones

e Milestone 1:

o Description, Due Date, Status

e Milestone 2:

o Description, Due Date, Status

Dependencies

e Task A depends on Task B completion.

Resources

e Resource 1:

o Description, Allocation

e Resource 2:

o Description, Allocation

Risks

e Risk 1:

o Description, Mitigation Plan

¢ Risk 2:

o Description, Mitigation Plan

Notes

e [Date]: Note or update on task status or project changes.

Approval
e Approved by:

e Signature:
e Date:

Export as PDF
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External links:

e Single Project template | monday.com —monday.com
o The monday.com template center offers a variety of templates customizable for
every industry, business, and team
e Best Projects Templates from Notion —notion.so
o Streamline your projects with Notion's Projects templates. Designed for seamless
project management, our collection includes timelines, task assignments, progress
trackers, and collaboration tools. Ideal for teams and individuals aiming to bring
their projects to successful completion with efficiency and ease.
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